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Telephone Lines 


or 148/-mile 
Pipeline 


Telephone companies provide tailored 





communications service for natural 


gas pipeline to Pacific Northwest 


One of the vreat construction project of 
recent years was completed just a te month 


Its the Pacihe Northwest Pipeline popu 
larly known i thre Scenn loch ire LING ol 
thy raved prcturescur territors through 


which Ht passe 


This 1487 mile pipeline now runs from the 
producimy fields in New Mexico to the Cana 
dian border of Washington by way of Portland 
Oregon mad Seattle Washington It carrie 
vitally needed fuel to the last sections of the 


United States that did not have natural va 


Such a pipeline requires Constant super 
vision inal iutomatic control, and reliable com 


Muntcations are CNXtrCm ly Ppt 


\lter long study, bish Northwest Construc 
tors, [in ting as agents for Pacific North 
west Pipeline Corporation, selected: tele phone 
COMPA facilities based on cost, reliability 
avathability of alternate routing and « Perience 
in specialized service Voice communication 
isin use now, telemeterinyg telety pewriter maT 


other services are in the future 


Phe furnishing of such private line service 
by telephone COMP REE ha rOwn rapidly in 
recent vears and offers mans opportunities for 
the future New services are constantly being 


developed to mec Kirticuihar nec 
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Working together to bring people together BELL TELEPHONE SYSTEM : A 








HIS EXECUTIVE LETTERS ARE ORTANT...LOOK IMPORTANT! 


THEY'RE TURNED OUT ON REMINGTON® ELECTRIC 





Realizing the importance of letters that 


. . 
- : 2 > 


iwi aieait 


looh impressive, it no wonder thi top 
executive has his corre pondence typed on 
REMINGION ELECTRIC. It's the type 


election of over 100 


{ 


ior executive 


olored ribbon 


ON OF SPERRY RAI 


Send for beautiful, full color booklet “Launching A New Era of Typing Perfection” (RES) 1) Remington Rand, Room 1350, 315 Fourth Avenue, New York 10 
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¢ lf desks in your office look like this, you'll be interested in ‘‘Clutter-Top’s’’ story 


1 (lutter Top hows how he became itter proof” 


Look what happened to“old clutter top!” 


the-desk trays for incoming, out 
Cluttered desks were believed incurable until {= going and pending letters, off-the 
: the new manager moved in “Clutter-Proot" Desks ; 4°‘ space for work organizers 
: : work separators, deferred projects 
binders, books, pads, forms, card 
lists. There’s even an in-drawer 

Cluttered desks are a sure sign of an old fashioned wastebasket and provision for in-drawer phone! 
office a carry over from the 20's. ‘Today’s modern With Shaw- Walker “Clutter-Proof’’ Desks, usable 
offices have “‘clutter-proof’’ desks —the ingenious 
Shaw-Walker Desk that makes other desks obsolete 
With these new desks, time-wasting top clutter 


working space on the desk tops is doubled. And with 
everything so well organized inside the desks, more 
work gets done, easter, faster 

and drawer hodgepodge are eliminated. Fully 75 See these ‘“‘clutter-proof’’ desks at our local 
of things that drift around on top of other desks 


branch store or dealer or write Shaw-Walker 
have a specific place inside this desk. There are off Muskegon 34, Michigan, for ‘Picture Facts.”’ 


\W- Al KE Largest Exciusive Makers of Office Equipment 
Muskegon 34, Mich. Representatives Everywhere 
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faking a vacation trip to north 
ern Michigan This year fhe 
Vachkinae Briudage construction 
MANAGEMENT POLICIES » 2 One — si whe cover 
pact hows the rulge and 
Deferred Compensation—Beating the Tax Bite » gees r- oA the 
, - . appea mignt nou ou 
Delegating Doesn't Hurt \ é tremendous progre in late 
. ontl f certain go ‘ 
Quality Plus Service Equals Growth Whit 2 ae 4 4 ¢ ted 
famiulate wrrine frude and 
com this part of the state 
l that what the boy 


COST AND PROFIT CONTROL setaaeiaiie thes de 


gq 


Controlling Office Supplies 
We Centralize Our Payroll Next Wouth 


The Old Maestro, Gene Whit 
more, comes roaring back next 
ADMINISTRATION AND METHODS month with sparkling and spicy 
paragraph in a new teature 

Vacation Policies of 204 Firms 22 From a Roving Reporte 
Industrial Safety—Do the Eyes Have It? x eneseeN. foes Heng areune 


the count in estigatineg 
Is Your Office Manual Outdated? | rowth companies and gathe: 
i load of information you'll 


New Systems and Equipment earlier 


SURVEY OF THE MONTH Dr. Robert N. MeMurry, well 
known management consultant 
Executive Vacations 5 presents his observations on 

i common-sense college re 


cruitment progran 


SPECIAL INTEREST 


kKdward M Kyan Dartnell 


orporation editor, in his livel 


Downtown Is Too Valuable to Leave 


fashion bring ou a hot one 


consider If ilaries Were 
DEPARTMENTS be Frozen Tomorrow.” If 
: ; emember the wave free 
American Business Notes 4 New Books ou'll be intere ted in who 


Business Tips 48 Business on the March 32 and who isn't doing anythit 
about this po ibilit 
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Accountants’ Ae 
Handbook 


NEW! Unequalled guid 
ance for who 


uses accounting informa 


everyone 


tion or helps to prepare 
it, Now in the up-to-the 
minute 4th Edition, this 
is the authoritative key 
to principles and practice 
over the field of 
commercial and financial 
accounting 


whole 


Handbook explains overlapping 
accounting, legal, and regulatory 
factors that affect 
concerning financial reports, executive 
pay plans, dividends, taxes, deprecia 
tion policy, audit procedures, etc. De 
signed for quick adaptation of tech 
niques and methods to particular 
requirements 


today's decisions 


Unique Low-Cost Guidance 


Proved in the hands of hundreds of 
thousands of users, this is the Hand 
book recognized in its successive edi 
tions as the only complete guide in 
its field. Now further broadened in 
scope, and published in 6 x 9 formar, 
the Accountants’ Handbook repre 
sents page-for-page reference value 
possible only through tremendous 
printings 


29 Information-packed Sections: 
Financial Statements—Operating Re 
ports, Controls—Investments—Land 
Leaseholds, Realty-—Intangihle Assets 

Liahilities——Paid-in Capital—Re 
tained FRarning f, Appropriation S, 
Dividends—Partnership, Govern 
mental, Institutional, Piductary 
Taxes—The Independ 

Mathematical, Statis 
Tables aT 


Editor-in-Chief 


Accounting 
ent Accountant 
tical Methods 
RUPUS WIXON 
WALTER G. KELL, Staff Editor; with 
Board of 28 Contributing Editors 
107 alls., tables; 1616 pp $15 


Other famous Ronald Handbooks 


Cost Accountants’ Handbook $12 
Financial Handbook, 

3rd Ed. Rev. Printing 12 
Forestry Handbook, 6 x 9 15 
Marketing Handbook 12 
Personnel Handbook 12 
Production Handbook 12 








-— USE COUPON TO ORDER! -—-; 


Accountants’ Handbook 
Cost Accountants’ Handbook 
Financial Handbook 

Forestry Handbook 
Marketing Handbook 
Personnel Handbook 
Production Handbook 
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Check Enclo 
Name 

Firm 

Address 


City 


THE RONALD PRESS COMPANY 
15 East 26th Street, New York 10 


With Credit of So Much Interest, 
it’s time someone did a job on 
companies such as C.LT. which 
won't furnish a statement to 
the poor suckers who finance their 
cars through such companies, One 
person of our acquaintance tried 
months to find out how 
much he owed, why, and what to 
do about it after it was found that 
the amount of the loan was in er- 
that he was being charged 
for insurance he already had, and 
very unhappy. This is_ busi- 
ness? Auto dealers, too, need more 
investigating. If this 
segment of our economy 
straighten itself 
economy might 
chance to run smoothly 


even 


for three 


ror, 
Was 


important 
would 
whole 
better 


out, the 
have a 


It May Be Useful to Know That 
security rules now make it 
possible for some men workers to 
60 and still pick up 
when 


social 


retire at age 
substantial 
they says Commerce 
Clearing House, national reporting 
authority on tax and business law. 
Women workers retire at 57 
and gain similar benefits at age 62 
The drop out rule permits this 
early retirement. Under it, any 
worker may omit as many as five 
calendar years in which he had 
low or no income in figuring his 
monthly income. The 
worker, however, must be fully in- 
sured by employment 
his retirement, Then he counts the 
first five years of his retirement 
as his drop out period 
As an example, CCH 
fully insured now 
earned the maximum 
curity wage of $3,600 prior to 
1955, and $4,200 since then. If he 
stopped working this year, he 
could qualify for $101.70 a month 
with the maxi- 
which the law 


old-age benefits 


reach 65, 


can 


average 


previous to 


cites a 
60, who 


social se- 


man, 


compared 
$108.50 


at Go, 
mum of 
allows 

If retirement = is 
one more year of 
tual monthly benefit would be in- 
creased by $1.80. If two more 
years of work are planned, the 
monthly check would be $3.40 
more; and if the working period is 
increased to three years, the bene- 
fit would be raised by $5 monthly. 
One more year of work would give 
him the maximum of $108.50. 


planned after 


work, the even 


No Matter What Make of type- 


writer you may have in your com- 


pany, you'll be interested in seeing 
Remington Rand’s film, “The 
Typewriter in Business.”’ One of 
the main purposes of the film is to 
promote efficient use of type 
writers. Another purpose, of 
course, is to sell typewriters. The 
film manual, electric, and 
noiseless typing, from simple work 
to the complex automatic typing 
initiated by giant electronic ma- 
chines. Your local dealer can get 
the film for you, or write Rem- 
Rand direct. The address is on the 
company’s ad, this issue. 


covers 


A Lot of People Don't Agree 
with those prophets of doom who 
are trying to talk us into a depres- 
sion. According to the Lewyt Cor 
poration, vacuum cleaner maker, 
it has just made a survey show- 
ing that three out of five people 
expect 1957 to be the best financial 
year in their lives. So it looks as 
if the depression will stay away 
until 1958. Lewyt surveyed 4,000 
consumers in 16 Half the 
respondents said they would buy 
household appliances in 1957, us 
ing installment credit. 


States. 


Ever Get Into a Hotel later than 
you thought you would, and find 
that your reservation had been 
canceled and were full? 
Hotel Lexington in New York has 
a new system of preregistration 
They register for you, and if you 
don’t show up the room is merely 
charged to your account. There's 
an advantage you won't have to 
wait in line to register when you 
do come in, Just pick up your key. 


rooms 


Westinghouse Is Continuing to 
adapt its organization and person 
nel to current needs. Today the 
company is seven times as big as 
22 years ago when Westinghouse 
was converted from functional to 
divisionalized form of organiza 
tion; profit responsibilities 
delegated to division managers. 
Now divisions have grown so 
large and complex that each is 
facing the same problems Westing- 
house itself faced 22 years ago. 
Further decentralization of profit 
responsibility is going ahead at 
practical speed. More 
product departments are being set 
up within divisions, each with a 
general manager responsible to the 
division manager for profits 
Decentralization of the 


were 


rates of 


lamp 
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division recently into five major 
product departments, each headed 
by a manager, brings new total of 
65 product division and department 
profit centers in company. Each 
manager is now responsible for all 
phases of the 
manufacturing, and engineering. 
Mark W. Cresap, Jr., executive 
vice-president, points out that de- 
partmental profit centers may vary 
in organization and amount of 
direct control the product depart- 
ment manager may have, “but, in 
each case, the manager will con 
duct his operation with profit fore- 
most in his mind and with an ac- 
curate yardstick for measuring his 


department's performance.” 


business——sales, 


Wonder If Esther Williams goes 
out when the boys want to demon 
strate one of those swimming pools 
built by the International Swim 
ming Pool Corporation of which 
she is president. She says she and 
her husband, Ben Gage, have been 
trying for years, and believe they 
have found a way to “take the 
back yard swimming pool out of 
the mink coat class and put it in 
reach of thousands of American 
families.”” Elvis Presley, who has 
been approached to take over the 
presidency of a suede-shoe cleane: 
company and a dog kennel, has no 
such problem confronting him 


If You've Been Wondering about 
the possibility of obtaining group 
insurance plans for business firms 
of 10 to 24 employees, Connecticut 
General Life Insurance Company 
has developed a plan called the 
“Group Special.” It is comparable 
to the plans designed for larger 


corporations 


If You'd Like to Stimulate some 
creative thinking 
groups in your company, may we 
suggest that you get a copy of the 
booklet, “IDEAS~— The 
of All Things,” published by The 
Jaqua Company, 101 Garden St 
Grand Rapids 2, Mich. Beautifully 
designed and similarly written, the 
booklet covers the cardinal rules of 
creative thought: saturation, incu- 
bation, illumination, verification 
and group thinking. Enclose 50 
cents for single copies. 


among certain 


Beginning 


A New Medium-Scale Electronic 
computer designed for general 
business use and capable of a daily 
work output comparing favorably 
with computers costing five or six 
times more, Fred Farwell, presi 


(Continued on page 45 
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A better ‘marketplace’ 


And the 
Heinn Loose-Leat 


heer beauty of 
sindes 
gives your catalog ‘ pac kage 
appeal’’—the same force that 
moves customers to reach for 
upermarket 
handle 


your « atalog and find exactl 


product in a 
Once our custome! 
what they need in three se 


ond our sal rade! 


when Herinn 


makes 
“shopping” easy 


Whether buyei 


a atalog, your chance 


hop in a store 
or page 

of selling them depend substan 
tially on the supermarketing 
approach, Everything must be 


arranged for their convenience 


Loose-leaf catalogs, always at 
their best with custom-styled 
Heinn binders and indexing, 
provide “supermarket” arrange 
item correctly 


ment — every 


classified and easy to ordet 
Sections and sheets stay up to 


date and in equence 


EQUIPMENT 


RUSSELL 4 8701: Company tye 


; 
*heaan CORPonay On 


salesmen more productive, keep your product messages 
before dealers between sales calls, reduce order 


correspondence and impress your trade. Thou- 


sands of sales executives know these 
Taree) ae Oe ee 
tomers. You can learn the 
sales-making Heinn 

plan by mailing 

this coupon 








| 
tim 


wasting 


The clocks keep ticking 
away. We need your dol- 
lars to make each minute 
count in the fight against 
cancer, 

With $70, we can buy an 
eyepiece micrometer... 
$48 buys a laboratory 
flowmeter...$15 buys an 
instrument sterilizer... 
$3.75,ahematocrit reader. 
Only you can decide how 
much you can afford to 
send. But send it today, 
to help us keep moving 
ahead in the struggle to 
save lives. 


Send a generous check to 
“Cancer” c/o your local 
Post Office. 


AMERICAN CANCER SOCIETY 


6 


Lottou. FROM READERS 


Thanks From Great Britain 


I often wonder whether we in 
(;reat Britain realize how much we 
owe to the U A. and, of course 
this applies to the rest of Europe a 
well 

The latest offer of oil and financial 
aid to tide us over while the Suez 
problem is being solved j t an 
other friendly act 

rhis letter is just to say a humble 

Thank you and, moreover, if any 
of your readers would like a small 
piece of Lucky Cork, they shall have 
it free of charge by return mail. If 
they care to enclose a_ coin —-not 
tamp toward the postage o mucl 
the bette but the will et it ir 
any case, coin or not 

No duty is payable o there noth 


to worry about 


». Kk. FISHER 

The Wishing Cork Tree 
C‘ombe-In-Teignhead 
Newton Abbot 


Devon, England 


Ti aid of The Wishing Cork Tree 
that anyone who wall three times 
around it auill get his wish No one 
know how the 3 -yeds old Corl 
Tree came to be in its unusual loca 
tion, but people have been wishing 
under it since the time of the Great 
Plaque of London in 1665. We are nou 
walking three times around our little 


prece 


Book on Plant Protection 


In the “American Business Notes 
of November 1956, mention was made 
of John R. Davis's book on plant pro 
tection. Would you please tell us the 
name of this book and the publisher 


Oo we can obtain a copy of it 


W. A. Morey 

General Superintendent 
LLink-Belt Company 
Philadelphia, Pa 


Mr. Davis tells us there u 
up at the printer and the book wa 
held up fo about a month. but it 
mailable now, It called Industrial 
Plant Protection, and the publishe 
i Charle (. Thoma 301 & lau 
ence Ave Springfield Ill 


a a tw 


First-Class Mail 


I Was happy to note that you 
printed FIRST CLASS on a recent 
double post card mailing on your 
booklet of office manual Though the 
postal regulations tate that post 
cards are first-class mail, they are 
usually handled as third. This means 
they are usually delayed if there is 


letter mail and that they ure not 
returned to the sender if not delive 

able. Recently, I had an argument 
with a friend who is a postal clerk 
He insisted post cards were third 
class mail. I finally had to show hin 
in the Postal Regulations where 

stated that post cards were to be 


handled as first-class mail 


WHITNEY R. SPONSLER 
General Manager 
American Legitimate The: 
Hollywood, Calif 


Secretaries’ Problems 


I think I recall an article some time 
ago written by office secretaries about 
the problems of secretaries, Could you 
send me a reprint of that article 

Do you have any other material 
office secretaries side the booklet 


you publish? 


J. B. SWEM 

Assistant Treasure! 

he Associated General C 
of America, Ine 

Washington, D.C 


We are sending tear sheets 
articles My Boss Is Tops, But 
from October 1956 issue and “Getting 
Out Office Mail Faster and Bette 
from July 1956 issue 


I want to congratulate Miss French 
on the fine job she did with her “Get 
ting Out the Mail Faster and Bette1 
in the July issue of AMERICAN Bus! 
NESS. Certainly there is no room for a 
sluggish office atmosphere where mail 
handling is concerned. And the find 
ings presented in her article should do 
much toward helping those who come 
into contact with mail in eliminatin 
bottlenecks 

As a part-time teacher of busine 
writing, I like to cite such timely ar 
ticles for my students, because the 
bring home vividly to the skeptica 
tudent the important role letter 
play in American business. The lette: 
cost figure given in the article are 
the latest reliable figures I have bee 
ible to find. But the figures would be 


more meaningful if I could show the 


t i 


components, such as stenograpner a! 
dictator time overhead tations 


ind so tortl 


Davin M. ROBINSON 
College of Commerce 
Louisiana State Univer 
Baton Rouge, Louisiana 


We are sending a booklet compile 
everal years ago by Miss Frencl 
Cutting the Cost of Busines Lette 
ind Other Communications A cha 
f let 


n page 13 shows a breakdown ¢ 


le CO in 1953. This can be brought 
/ 


up to date by figuring the percentage 
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of the total cost charged to the dic- 
tator’s time, the stenographer’s time 
stationery, and so forth, and using 
around $1.50 a letter as today’s total 


cost 


Vacation Practices 


We are interested in learnin; 
whether or not you have made any 
nationwide survey as to the practice 
of corporations giving an additional 
day of vacation when a legal holiday 
falls within the normal vacation 
period, Our local survey indicates that 
it is the practice of Government and 
bank groups to grant no additional 
time; but in the case of other com 
panies, the employee is permitted to 
take an additional day either at the 
time of vacation or at a later period 

We find your magazine very helpful 
in our operations, but do not recall if 
you have given this matter your ca 
pable attention 


H. FE. BENSON 
Vice-President and Treasure1 
Eastman International Company 
Denver, Colo 

It is almost universally standard 
practice to give an extra day of vaca- 
tion when a legal holiday falls within 
the normal vacation period. This wv 
also standard in union contracts. We 
are sending you a copy of our 1956 
vacation survey, and further along wi 
this issue you will find the results of 


the new survey 


Hands Off the Podium 


“Three Steps to Speechmaking” by 
Mr. Keating is an excellent article 
(January issue). However, one sen 
tence strikes us as unfortunate. We 
are probably particularly sensitive as 
we manufacture lecterns. Mr. Keat 
ing’s article says, “See to it that your 
hands are limp on the podium.” A 
man would look really funny with hi 
hands limp on the podium because a 
podium is “‘A dais, as for an orchestra 
conductor: a platform raised slightly 
above floor level as for an orchestra 
conductor.” 

Perhaps some of your readers could 
tell us how to overcome one of the 
basic difficulties of our business. A 
lectern is a lectern, and a podium 
a platform upon which one might 
place a lectern 

We feel fairly certain that mar 
people interested in lecterns try to 
look up “podium manufacture! 
which there are none. Hardly a da 
goes by that we don’t get a letter ad 
dressed to the Detroit Lectern Com 
pany asking about our line of po 
diums. Just today, we have a letter 
from a company which has alread 
purchased two lecterns from u 0 
dering another podium 


Hupert F. Roy 
Detroit Lectern Company, Inc 
Detroit, Mich 

We're speechless, and maybe that 
a good thing 
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Shredmaster Bantam-10 Devours Confidential Papers 
And Obsolete Records Right In Your Own Office 


Are your confidential papers expt ed —\ 

to prying eye ag You, too, can have Portable, quiet, 
SHREDMASTER protection when plea. the 
disposing of confidential papers and Bantam 10 is 
obsolete record The Bantam-10 the only paper 
SHREDMASTER assure ecurity ~ byes machine 
for your company by turning obsolete le 
records into unreadable shreds in a 4 
matter of seconds. Makes destruction 
of records a simple routine. Learn 
how security-minded companies, 


|” ae) 


ined 
for ofhce use 
yi full details about Free 10-day 
Trial. Write today for 
Cireular 45, Room 1106 
banks and government agencies safe- | |. . seve ss 
guard their confidential papers and 9 East 40th Street, New York 16,N.¥ 


obsolete records with SHREDMAS- THE SHREDMASTER CORP. 


TER. IN © PLE WINDING CLOCK CO INe 


Manufacturers also of the Clipper14, only heavier 


FREE 10-DAY TRIAL. New illustrate d duty shredding machine suitable for office use 


folder describes unique Bantam-10, «Sates and Service in ail principal cities in U.S. and Canada 





The Dartnell Sales Manager’s Handbook 


Forty-eight sections—1,150 pages—covering every 


detail of operating a sales department. It will provide 
the answers to your 
questions on sales 
policy and super- 
vision. Price $12.50 
plus postage. 
THE DARTNELL CORPORATION 


4660 RAVENSWOOD AVENUE CHICAGO 40, ILLINOIS 

















protects the records that protect your business—and at point of use! 


SAF E&- FI Le 


One of thousands of REMINGTON RAND® product by Memingtorn. band 


and systems tor the tiling, finding, storing Housing, 


DIVISION OF SPERRY RAND CORPORATION 


condensing, protecting, controlling or copying of 
records For the complete SAPFE-FILE story, write tor 
tree booklet (SCOo85) to Remington Rand, Room 


1321, 315 Fourth Avenue, New York 10, N.) 








Deferred Compensatiou-- 
Beating the Tax Bite 


Why isn't it enough to pay a man a good salary? When should you 


look around for a way to pay more? Whom should you pay more and 


why? When do deferred compensation plans work best and for what 


people and companies? Is a deferred compensation plan an incentive 


for better work? What types of deferred compensation plans are there? 


By George Saum 


Vice-President, George Fry & Associate 


~~ ‘ALLY 
tion is a designed to 


combat the combined influence of 
the graduated income tax and infla 
tion on the take-home pay of the 
high-salaried executive. In a broad 
sense, the term applies to any form 
of remuneration not paid in_ the 
current year. 

It takes a variety of forms, 


deferred compensa 


device 


such 


1. Insurance (group or individ 


ual coverage). 
2. Stock options 
3. Pension plans 


1. Profit-sharing plans 


the 


9. Deferred compensation in 
the term. 


“Why these 
embellishments? Why isn’t it suf 
ficient to pay a key man a liberal 
base salary perhaps with an ir 
centive bonus of some sort— and let 
it go at that? Why this seemingly 
paternalistic concern for the future 
of the individual?” It’s not com 
patible with what we like to be 
American philosophy 
from the con 


literal sense of 


Now might ask 


we 


lieve is 
The reason stem: 
bined effect of the graduated i: 
‘come tax and inflation, in the pa 
15 to which has made 
extremely difficult for the man 


our 


20 years 


to provide 
of hi 


a high-salaried bracket 

for his own future and that 

family 
In the 


comparison 


startling 


question 


light of these 
the next 
the 


executives 


whether base ce 
of ha kept 


the depreciation of the 
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pace vith 


1957 


March 


and nm 


, 
cr 


compariso! mm per 


ation executi 


po 
direct con 


the 


paid 
with 
Mlay 


Ilo at time 


per 


ame ol 


ation paid te 


Imilar positior 


i 


The results were what y ps 


exper 1 
they 

up for 
that 


t} 


turn 


and e 





j 


dual 


f 


Te 


rie al 


this 


an inevita 


Mast pas ee 
e been acce pled a“ 
the 
hare-the-wealth phil 
the 


have 


equence ol leveling 

ys ophy 

administ 

the past 
this te 


in the case 


political 
had i 
ktent 


Wie 
Te 
ha 
executives by 
those applicable to 
the 
that 
yroup of 
that group 
fringe benefit 
the defer 


ateyory il¢ 


qorric ‘ 
been offset 
fringe bene 
all « 


pur 


either 


yee it} mpany ol 


apply to 
elected lt 


imnyvement 
itive 
within 
hese which 
ially it red 
preferable 
compensation for eve 


One is just plain ari 


Comparative Worth of 


Executive's Salary 
1950 } 


$10,000 $ 10,06 


arned 


ok Home BR 544A 7 Sy 


$15,000 


17,338 


$275,000 


19.258 wg 
Of 

27,8 
$100 Of 


4 


A%0O5SA 


ble 
off 
of 
re 
nd 
of 
fit 
ae 
ial 
the 
i 


site 


COMLPeCnisé 


te 
‘ral 


95¢ 


)0 
} 


] 
i) 


)0 


t¢ 


)O 


4 

















Who Should Be Given Deferred Compensation 


1. A man whose continuing service is vital to the business. 


2. An executive at a salary level that makes further increases in current 
compensation of relative insignificance because of his tax bracket. 


3. A man old enough so that realization of his deferred benefits is not 


so remote as to nullify their incentive value 








metic the fact that a dollar re 
ceived after retirement when other 
income is gone, or at least reduced, 
will not be taxed as heavily as it 
would if received today, Another 
reason is that by attaching strings 
to these deferred arrangements 
that require continued employment 
in order to benefit, Companies re 
duce personnel turnover, 

In the case of the executives we 
have in mind, the tax considera 
tions are dominant, Let me cite an 
example, Suppose we consider the 
case of a man 55 years old who is 
making $50,000 a year in current 
compensation. If he receives a 
raise of $10,000 a year, this would 
mean a pvross increase to him of 
$100,000 in the course of 10 years. 
In his tax bracket, the Govern- 
ment would take more than 
$61,000 of this increase, 

Sut suppose that instead of tak 
ing his $10,000 increase now, he 
could make arrangements with his 
company to defer the payment of 
his increase until he is 65 years 
old. He would then retire from ac- 
tive participation in the business, 
but he or his family would re 
ceive the $10,000 increase in 10 
annual installments. The gross he 
would get would still be $100,000, 
but his net would be about $39,000 
more on this basis. 

This assumes of course, that the 
$10,000 a year would be his only 
income, and that the tax collec- 
tor’s share consequently would be 
only $22,000 instead of $61,000. 
And it is interesting to note that 
such arrangements can be made 
without) undue penalty or risk 
from the standpoint of the com- 
pany. To accomplish this requires 
careful) procedure and qualified 
legal counsel, In many cases, in- 
surance becomes an important fea- 
ture in funding a plan and then, of 
course, requires competent advice 
from an insurance man. 

Assuming that some form of de- 
ferred compensation is advanta 
geous to the recipient and need not 
be disadvantageous to the com 
pany, why don’t all executives 
have some such arrangements? As 
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a matter of fact, many do. J. K. 
Lasser and V. Henry Rothschild, 
in an article in the 1955 January- 
February issue of The Harvard 
Business Review, point out “that 
of the 1,087 companies listed on 
the New York Stock Exchange as 
of July 31, 1954, over 900 (ap- 
proximately nine out of 10) had in 
effect some form of arrangement 
for deferred benefits to designated 
executives individually or as a 
group.” 

This does not mean, of course, 
that all of these companies had ar- 
rangements that could be classed 
as Salary continuation plans such 
as the one I mentioned a moment 
ago. They undoubtedly took many 
forms, such as those I referred to 
initially as being characteristic. 

Now, we might ask, “Why all 
this variety? Should we utilize all 
types? Is there one best plan?” 

These questions simply do not 
lend themselves to a generalized 
answer, No one method and no 
combination provides the best an- 
swer for all companies or all in- 
dividuals. The complete answer 
lies in consideration of the circum- 
stances involved in each _ individ- 
ual case. 

In order to approach the = sub- 
ject with the proper perspective, I 
believe we should consider first the 
basic objectives that a plan of ex- 
ecutive compensation should be de- 
signed to accomplish, both from 
the viewpoint of the company and 
from the viewpoint of the individ- 
ual. It seems to me that the goals 
of executive compensation policy 
should be designed to attract the 
caliber of executive needed, to 
hold that executive once he is ob- 
tained, and to provide an incentive 
that will induce him to expend his 
maximum effort and talent in the 
company’s interests. 

These three goals admittedly 
oversimplify the problem, but if 
they can be attained, you will have 
satisfied the objectives of both the 
company and the individual, Let’s 
explore them further and consider 
what it takes to attract, hold, and 
stimulate a key man 


The first thing it takes is a base 
salary that is adequate for the po- 
sition—adequate in the sense that 
it is reasonably comparable with 
base salaries paid by other com- 
panies for similar responsibilities, 
and adequate in the sense that it 
bears an appropriate salary rela- 
tionship to other positions in the 
company. 

Adequate base salary is manda- 
tory and is the prime requirement 
of any compensation plan. It is 
also mandatory to go beyond this 
point, but how far you go and what 
method you use becomes optional 

In my opinion, the second most 
important element in top executive 
compensation is some form of in- 
centive. Ideally, such arrangement 
should be set up so that the re- 
ward is geared to some understand- 
able measure of performance, In 
top echelons, corporate profit can 
usually serve as the measure; but 
as you go down the organizational 
scale, some other basis, such as di- 
visional or departmental perform- 
ance, may be more appropriate. 
Whatever the basis, whether re- 
lated to measurable results or 
based on arbitrary judgment, some 
form of incentive bonus is needed. 

Now let’s take a closer look at 
those portions of the executive 
compensation package that are in 
the deferred category. All these 
involve questions and considera- 
tions that cannot be answered 
categorically. 

In the first place, it should be 
recognized that no single com- 
ponent in an executive Compensa- 
tion plan can make it a good plan, 
but any one component can make 
it an unsatisfactory plan. From a 
psychological standpoint, one poor 
feature of a plan may overshadow 
all of the good features. Conse- 
quently, it is wise to guard against 
the common tendency to assume 
that some one feature of deferred 
compensation is good—that it will 
provide the clincher that will at- 
tract, hold, and stimulate the ex- 
ecutive group. 

Most companies already have 
some features of deferred com- 
pensation that apply to all em- 
ployees such as a pension plan, in- 
surance plans, or profit-sharing 
plans. Generally speaking, these 
frequently are not adequate at the 
organizational levels we have in 
mind. We are considering in this 
discussion deferred compensation 
for key executives. To me, this 
means the plus features of such 
compensation that are available 
to the executive group or to indi- 
viduals within this group. It 
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Goals of Executive 
Compensation Policy 


Attract the caliber of executive 
needed 


Hold that executive once he is 
obtained 


Provide an incentive that will 
induce him to expend his 
maximum efforts and talent in 


the company's interest 











takes cold, hard appraisal to de 
cide what these plus 
should be and_ to 
trapped. 

One of the most important things 
to recognize is that the younge1 
man is not going to be interested 
in a deferred increase in lieu of a 
current 


features 


avoid being 


increase. He has _ not 
reached a level of current compen 
sation that makes further in- 
creases relatively insignificant be 
cause of his tax bracket. This is 
true even though the deferred in 
crease may have a much greatet! 
ultimate value. For example, a 
man 40 years old with a salary of 
$25,000 usually would much prefer 
a $5,000 salary increase to some 
long deferred benefit that might 
be worth $7,500. On the othe 
hand, a man 55 years old making 
$75,000 probably would be more 
interested in a deferred benefit 
that offered real tax advantages 
and that would become available 
10 years from now 

And so, as far as the executive 
group as a whole is concerned, it 
is unlikely in most companies that 
a substantial share of total com- 
pensation should be in the deferred 
category. Good base pay and sound 
incentive bonuses, plus whatever 
standard fringe benefits the com 
pany provides for all employees 
should be sufficient to attract 
hold, and provide incentive for at 
least the younger executives in 
most organizations. 

The conclusion to be drawn is 
that deferred compensation for 
key executives, beyond the bene 
fits available to all employees of 
the company, should be provided 
in substantial amounts only to the 
key man who meets the following 
specifications: 

1. He should be a man whose 
continuing service is vital to the 
business. 
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2. He should be at 
that makes further 
current 


a salary level 
increases 1n 
compensation of relative 
insignificance 
bracket 

3. He should be old enough so 
that realization of his deferred 
benefits is not so 
nullify their 
Vice-President Nixon is 


because of his tax 


remote as te 
value, A 

reported 
informed that 


incentive 


to have said when 
giving up his Senate seat meant 
forsaking a $250-a-month pe y 
“If men ¢ (Which I be 
lieve wi ‘ i the time 
start worrying abo pen 
thing 
pass 
As to 


pensatior that 


deferred com 
hould be utilized 
for mer wh fit thi ( wor 
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Why a Salary Continuation Plan 


With competent legal and insurance counsel, it can be set up so that 


company and the individual get maximum return from each 


It is specific and not subject to the hazards of uncontrollable factors 


that are present in stock option and profit-sharing plans 


It provides a means of retaining the interest and securing the advisory 
services of a valuable man after his retirement, and can provide as 


surance that his services cannot be obtained by competitors 


them can be used effectively undet 
the right circumstances. However, 
if cornered and obliged to select 
one form of deferred compensation 
most generally acceptable and ef 
I would pick 
plan for 


fective a salary con 


tinuation these reasons 


1. With competent legal and in 
irance counsel, it can be set up 
that both the company and the 
individual get return 


from 


maximum 
each dollar invested 


2. It is specific and not subject 
the hazards of 
factors that are present in stock 


uncontrollable 


option and profit-sharing plans 


It provides a means of re 
taining the interest and securing 
the advisory services of a valuable 
man after his retirement, and can 


provide assurance that his services 


» obtained by competitors 








National Secretaries Celebrate in April 


Praising the Americ: 
for constantly strivi 
her skills and abilities and become 
a more effective part of the man 
agement, Secretary of Commerce 
Sinclair Week 
tion declaring 


igned a proclama 
April 21 27 Na 
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ignated a 


tional Secretarie 
April 24 de 


Secretaries Day 


National 
The purpose of the Weer ] 
honor the ecretarial 
for it 
the busine 


prole 
tant contribution 
world 


suggestions that the 


impor 
Ruling out 
week be used 
to glamorize cretaric M i 
Martha Rosamo ident 
The National Secretaries Associ: 
tion tated thi 
for the 


Mean Better 


> theme ele 


week I r Secretat 


Leading the Association's activi 
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Controlling Office Supplies 


Hints from eight companies suggest ways 


of solving one of the biggest little prob- 


lems they and thousands of others have: 


the buying, 


storing, 


and controlling of 


those pesky office supplies 


MTTERHEADS, envelope pa 
L per clips, and other office need 
are an annual investment of from 
$40,000 to $2,500,000 amony eight 
companies reporting their meth 
ods of 


control of office 


purchasing, storage, and 
supplies 
The Liquid Carbonie Corporation 
from $40,000 to $60,000 a 
110,000 letterhead: 
100,000 checks 
2,500,000 — forms 
280,000 labels, 42,000 
and so forth 


spends 
year to buy 
TOO0.000 envelopes 
KO.000 decal 
100,000 tay: 
business 

Sears, Roebuck & Co., with an 
$216,000 — for 
fiyured that in a year 


card: 
annual budyet of 
such item 
it tores, offices, and mail-order 
plants in 4% 
taple and paper-clip wire to fence 
in the State of Texas. If made into 
one piece of wire, the straight 


pins used annually by its 165,000 


states use enough 


employees would be long enough 
to fasten New York to Los Angele: 
and Seattle to Miami. 
A yearly budget of $2.5 million 
for supplies at Allstate Insurance 
includes 4 million let 
and 50 million envelopes 


Company 
terhead: 
The central warehouse in Lincoln 


wood, a Chicago suburb, ship 


192,000 packages of supplies total 
ing 2,500 tons to branches all over 
the country each yea! 

All the 
check constantly to keep the sup 
ply bill growing bigger 
Their should be helpful 


to other interested in 


companies surveyed 
from 
methods 
companie 
economy and efficiency in handling 
business 
upplie 


How Sears Controls Printed 
Business Forms 


At its national headquarters ir 
Chicago, 3,750 people in = more 
than 50 buying and staff depart 
ments deal daily with the prob 
lems of Sears’ 11 
plant: 712 
sales offices, two foreign subsidi 


mail-orde: 
stores 692 catalog 
aries, and 46 stores in Central and 
South America. Control of printed 
forms is essential for economical 
handling of the many 
reports required, and. thi 
has proved valuable: 

A request for a special form i 


operating 
policy 


In the central supply room for Sears, Roebuck & Company's national office, 


this order picker fills requisitions from 


the buying and staff departments 


stationery and other office 


A Sears clerk 


the furniture purchasing department 


By Marilyn French 


referred to the general purchasing 
office for approval. Tne purchasing 
office tries to obtain the most suit 
able printed form and, if possible 
to create a form that more thar 
one department can use. 

When the initial stock of a form 
is gone, the requesting department 
and the general purchasing office 
check it against policy and har 
dling changes. A form may be re 
vised or dropped if it is no longe: 
needed or if another type would 
serve better. 

Sears’ 
supplies has also 


study of office 
whittled thei 
instance, the company 


constant 


cost For 
recently adopted one-time carbor 
units for letters. More 
copies can be made at a time, har 
dling and rehandling of 
paper is eliminated, and a lighte: 
weight, 
used and economically discarded 


snap-out 
Cal bon 


cheaper carbon can be 


Centralized Purchasing at 


Allstate 


J. C. Koenig, director of pu 
chasing, Allstate Insurance Com 
pany, cited the savings made by 
centralized buying for its 12,000 
employees in 26 big branches, 180 
district service offices, and 1,025 
sales offices. In one year, the pur 
chasing department bought 1,800 


chairs, 1,500 desks, 85,000 pens 


draws supplies for 
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and pencils, and 1,500 other items 

Purchasing began as a one-man 
operation, with the aid of a secre- 
tary. Twenty people now work in 
the purchasing division. A few 
years ago, the number of items 
that Allstate required made it 
practical to assign buyers to 
specific items: two men for house 
organs, one for snap-outs, two for 
advertising printing, two for of- 
fice forms, one for travel reserva- 
tions, one for office supplies, two 
for machines and furniture. Buyers 
switch assignments periodically, 
so that all will be able to set up 
and operate complete purchasing 
divisions, if necessary. 

Most office supplies and printing 
are bought on solicited competitive 
bids. Mr. Koenig remarked that 
many purchasing agents think they 
can estimate the cost on a job 
within 10 per cent. “This margin 
is okay on a $5.00 item which 
might run $5.50, but when a com 
pany spends $4 million a_ yea 
like Allstate, that 10 per cent 
could cost $400,000. In practice 
the difference could be even wider 

“For instance, in a cross section 
of 200 forms, the high bids totaled 
$135,000 and the low bids grossed 
$99,000—-a difference of $36,000 
All these bidders were on our list 
of active suppliers. Since the 200 
items studied are bought several 
times a year, the savings of 
$36,000 could be tripled or quad 
rupled. The annual cost of the 
purchasing department is defrayed 
many times as a result of soliciting 
competitive bids.” 

The purchasing 
keeps records of the equipment 
owned by more than 60 of its most 


department 


active printers to know who is best 


At the 136-man main supply division of The Prudential Insurance Company of 


America consignments are packed in corrugated cartons before being shipped slar 
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15,000 


wooden pencils; 20,000 typewriter ribbons; and four tons of white paper 


At The Upjohn Company, the following supplies are used in a year 


equipped — for i particular job ( cayo to branch ollices average 
“Somebody once aid that a good S percent of it alue, “These 
could not be bought locally 
quality it little as 
Ss percent above the quantity price 


buyer is one who is able to de iten 


termine the pret of mall quantitie for as 
necessary » Mm the need te 
gained by centralized purchasing 


prepare ¢ mprehet ive pecifica 


t Beside each branch would be 


and burdened with the cost of a pur 


tion describing thi quality 


appraise the various product 
facilitic available chasing 
to meet these specifications; and t 
the item at the lowest Phere would also be a tendency 


manufacturing department if it were to 


handle its own procurement 


pro ure 


price and required ) rder more than necessary to 
This we try to do. rehi id the nuisance of frequent 


order upplic requisi 


ing acnieve Ow ( et mall 
nece arily tne lowe 1 tioned from the central warehouse 


Mr. Koenig p } rrent, and may be obtained 


Paper clips are among the most pop 


tems in office supply rooms 





Delegating depends largely upon the 


boss’ spirit around his work force 


If sickness or death strikes a key person, men 


trained by delegation can step in to take his place 





Delegating Doesn't 


By Donald A. Laird, Ph.D. 


KLEGATING seems sim ple 
D Just decide what someone else 
can do to make a job easier for us 
then tell him to do it. But parent: 
often find that delegating doesn't 
work that simply when they tell 
their children to help with the 
housework, And executives who re 
solved to start delegating some of 
their unpleasant chores on Monday 
morning often change their minds 
by Wednesday afternoon. 

Delegating is complicated, be- 
cause it involves the complicated 
relationships between the most 
complicated and sensitive machines 
in the world people. With these 
machines, one plus one does not 
always equal two; sometimes it 
equals four, and other times only 
one-fourth. When washing the 
greasy pots and pans is delegated to 
the children, the results are usually 
quite different than when children 
are delegated to decide what to 
name the new puppy. 

Many have tried to make use of 
delegating, but have stumbled be- 
cause they overlooked such psy- 
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chological aspects, and the results 
came out one-fourth rather than 
four. We can understand these psy 
chological aspects better if we start 
with an account of the Then and 
the Now of delegating 

Delegating —sharing work details 
and passing much of the decision 
making that deals with the details 
to others—-is nothing new. Moses 
was making extensive use of the 
art some 3,000 years ago. He made 
the one plus one add up, and did 
not come out with a fraction. 

When the U. S. Constitution was 
written, however, its wording about 
the powers of delegation was so 
indefinite in some areas that, even 
minor political crisis is 
whenever the Presi 


now, a 
precipitated 
dent becomes ill. 

And when industrial development 
started, only a little more than a 
century ago, delegating was largely 
overlooked by the men of action 
and the clever mechanics who 
started their own small factories 
Some of these early enterprises 
were so small that the owners did 


Hurt 


not have any 
them to delegate. The 
could keep going because the owner: 
worked harder and longer. But if 
the enterprise started to grow, then 
the owner was forced to delegate 
however grudgingly he may have 
felt about such “abdication of his 
rights.”” Often he played safe and 
delegated to a relative 


gzreat pressure on 


busines: 


Andrew Carnegie's Open Secret 


Andrew Carnegie, shortly before 
the turn of this century, is generally 
cited as one of the first to use 
delegation as it is now conceived 
He had no children to whom he 
could delegate power and authority 
His few relatives were given com 
fortable jobs, but the delegation 
was handed along to others. 

Canny Andy, as he was called 
behind his back, delegated vigor 
ously because he wanted to build 
an organization. This enabled his 
enterprises to grow beyond one- 
man size, while owners who looked 
after all the tag ends themselves 
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or who neglected them—ran furi 
ously on a treadmill that led no- 
where. Andrew Carnegie was not 
buried under the pressure of his 
job; he had time to travel, scheme 
and plan some more delegating. 

Mr. Carnegie made no secret of 
his use of delegation to get things 
done through people—he bragged 
about it. “It marks a big step in a 
man’s development,” he com- 
mented, ‘‘when he comes to realize 
that other men can be called in to 
help him do a better job than he 
can do alone,” 

On other occasions, he _ said 
“Take away our factories, but leave 
me my organization, and in four 
years I will have re-established 
myself.” (That from the man who 
had seriously thought of retiring 
when he was 30.) 

“The man isn’t worth his salt 
who cannot have his affairs so 
efficiently organized that he can 
drop them at a moment’s notice.’ 
(He paid one man the fabulous 
salary for then and now of a million 
dollars a year.) 

“The able executive is the man 
who can train assistants more capa 
ble than himself.” (He chose key 
men who had what he wanted 
including the pliability for being 
trained.) 

The epitaph he proposed for his 
gravestone carried the same praise 
for delegating: “Here lies a man 
who knew how to enlist in his 
service better men than himself.” 
(That flattery for his associates 
quite likely stimulated them to 
carry out the delegations, for here 
was a chief who passed along the 
credit as well as the fabulous 
salaries.) 

Such public comments, which 
beaming Mr. Carnegie loved to 
make, and his phenomenal success, 
probably made others give some 
thought to delegating. But often it 
did not get beyond the thought 
stage and into action. 

Many owners were not tempera 
mentally in tune with Carnegie’s 
idea. Delegating did not 
rapidly, despite all his favorable 
publicity for it. And today, al 
though top management authori 
ties are bearing down for more 
delegating, surveys reveal that 
around one-third of executives are 
underdelegating. 


spread 


Frank Woolworth's Breakdown 


Some owners learned about the 


need for delegating through the 


School of Experience. Frank W 
Woolworth, for instance, after sev- 
eral failures, was just turning his 
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five-and-dime store idea around the 


corner to when he was 


knocked out by a nervous break 
down which was attributed to over 
work. He did not hi robust healt} 
to begin with 

During hi low recovery, he 
reached the which he 
later called his most impo 
discovery I ny concel 
nobody ¢ 
as I could 
idea that attend pel 


rge-scale operation 


ownel 

yating. Some didn't 
cause their busine 
prowling Other wn had 
health « WoO! little 
and long whi the 
grew a D Sol ther 
to think hard-hitting 
sort of 

the bu 


refused 


The Model-T Story 


Henry Ford did not put much 
faith in Mr. Carnegie’s and Mr 
Woolworth’'s sentiments about dele 
Automobile-Maker Ford 
had a strong streak of secrecy and 


rating 


mistrust. Consequently, he was in 
clined to hold all the reins in his 
wn hands, He kept from his so 
called executives the 
they needed to know 


business if they were to make de 


information 
about the 


cisions Fate had put him in a 
rapidly expanding industry, but he 
had a one-man company, with scant 
delegation or organization to pive 
tf a nervous system 

Mi Ford's busines fell far tx 
hind General Motor 
building an organization as 


Alfred P 


as president and then as chai 


which wa 
well a 
iutomobile Sloan, J1 
al spent 20° yea establishing 
delegation as a basic practice In 
the General Motor: 


Veanwhile Ford ren 


enterprise 


ained 


A boss who does all the decision-making himself, purely because it is his nature 


to dominate as 


tuation, may hold back |} 


s firm while competition moves ahead 








Ross Loy, the author, is a payroll man 


ager for the American Optical Co 


T wasn't easy paying 1,600 
| hourly paid employees in two 
consisting of 186) payroll 
solved the problems 


regions 
points, But we 
posed by such a wide payroll when 
we developed a centralized system 
that is fast 
economical 
Here are a few 
our system provides 
1. All related records are posted 
In one operation 
2. All totals 
totals for yovernmental 
are automatic. Formerly, it took 
16 labor hours to recap and secure 
payroll totals 
3. Payroll distribution work also 
has been cut by 16 hours a week 
1. A comprehensive statement 
with each check furnishes the em 
ployee with complete information 
on his pay. This includes balances 
bond deductions and 


accurate, simple, and 


pecific benefit 


including to-date 
reports 


for savings 
retirement deductions. The year 
before our present system, 62 em 
ployees inquired about their retire 
ment deductions. Since our new 
ystem, 


quires The same reduction in in 


there have been no in 
quiries has occurred on savings 
bond deduction where we had 
many more inquiries 

5. Formerly 15 labor hours a 
week were spent posting savings 
bond ledger: Now the total of 
bond deductions is provided auto 
matically and a review of new 
bond postings on earnings ledgers 
shows which employees are to re 
ceive bonds 

6. The system is so fast that we 
invariably are well ahead of dead 
lines which many companies would 
consider to be very stringent. 

7. Two payroll department mem 
bers with Burroughs Sensimatics 
prepare checks, statements, earn 
ings ledgers, and journals. They 
also handle payroll summaries, dis 
tribution, and analysis, Formerly 
three personnel and occasionally 
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We Centralize Our 


By Ross Loy 


Payro manager, C hicago New York Regions 


four or more were assigned this 
work 

The American Optical Company 
had its beginning in 1833, when 
William Beecher, a Southbridge 
Mass., jeweler, decided to expand 
his business by manufacturing 
spectacles. Through the applica- 
tion of sound marketing technique: 
supported by constant research for 
the advancement of eye care 
American Optical has grown 
steadily and often spectacularly 
The more than a century of prog 
ress and tradition that stands be 
hind the company has made it the 
unchallenged leader in the de 
velopment and 
precision ophthalmic products 

Head offices are maintained in 
Southbridge, Mass. Manufacturing 
plants are in Buffalo, N. Y 
Brattleboro, Vt.; Chelsea, Mass.; 
Keene, N. H.; Frederick, Md.; Put 
nam, Conn and Southbridge 
Mass. Regional distribution offices 
are located in New York, Chicago 


Atlanta, Dallas, and San Fran- 


manufacture’ of 


American Optical Company 


cisco, Branch offices are in princi 
pal cities throughout the United 
States and Canada. Agencies and 
representatives are located in near- 
ly every country of the world. 
Accounting naturally plays a 
vital role in company operations 
In the Chicago offices, our greatest 
concern, about a year ago, was 
with our payroll system, which we 
felt could be improved greatly 
After several months of study- 
ing various equipment and _ pro- 
cedures, we developed a 
which we believe is extremely ef- 
ficient. Two types of timecards are 
used in posting: white ones for of 
fice personnel, and buff cards for 
stock personnel. The posting ma 
chines are two 19-total Burroughs 


system 


Sensimatics. 

Timecards from the branches in 
New York and Chicago begin com 
ing into the payroll department on 
Monday morning. Immediately 
they are extended, and the cards 
for each branch are prelisted to e 
tablish a gross pay-proof figure 


Two machines are now being used by the payroll department of the American 


Optical Company to prepare records for 1,600 employees in 186 payroll points 
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Payrolt 


Within one-half hour, we are 
ready to start writing the payroll 
with the machine operators follow 





ing these steps: 

1. From the employees’ earnings 
ledger, the operator picks up earn 
ings-to-date, the taxes-paid-to-date, 
savings-bond-balance, and the 
proof figure. If these pickups are 
correct, the machine moves into 
posting position; but if an erro! 
has occurred, it prints on the jour 
nal in the machine. 

2. The operator inserts the 
ledger, pre-Addressographed pay 
check, and statement to a fixed 
stop in the machine. She then in- 
dexes from the card the hour: 
worked and leave-with-pay hours 
These figures and the total pay 
hours are printed on the statement 
ledger, and journal, 

3. The operator then indexes 
regular earnings, overtime earn- 











Payroll distribution is a simple listing from cards, automatic totaling on 


distribution sheets, and checking distribution totals to equal payroll totals 


ings, bonus, and leave-with-pay 
earnings. These figures, togethe: 
with gross pay, are printed on the On the ledg it also prints 1 this assures that every employ 
statement, ledger, and journal. new earnings-to axes-pald las been written 
1. The operator next enters the to-date, and proc igure ty 9:30 Monday morning, at 
withholding tax and deductions. As At the completion « ( after the timecards bepar 
she posts a bond deduction, the a brancl t at rn ! li coming in, we are ready to start 
new bond balance prints imme chine total 1! 1 ( mailing out checks. The 500 check 
diately. If a bond is to be pur- journs it 1Oul personnel in the more distant 
chased, its amount is indexed and \ <0 With-pay ho v locations are out by 1:00) p.m 
the new balance is provided al othe. ning Monday. The remaining 1,100 
This completes the operator’: Z vay i 1 ¢ n dedue ( cl are out by 1:00 p.m Tus 
pickups. The machine prints the m \ ond balance day. Payday is Wednesday 
net pay, numbers the check, and f May Ol oul n Three copies of the journal are 
prints the net pay in the shaded agree Wi . list toti i prepared during the posting: one 
check-protection area of the check dition 1 ri ing the we each for the head office, the appre 
priate branch, j well as the pay 
oll department 
After the complete payroll i 


the tals from the jour 


ser Vhs oripinal 
o the head 


ow et wet oe . aa * — . eccees ora: = 2 ! f Vro rep ai duplicate 


ont am cme eet ent 1 
for payroll 
to branche 

igor 

timecarad I broken down 

Classifie Ww Hour and 
a tape ol 


Totals for 





ny differen 
listing ar 

handled b 

machine 


The grand 


Pay check, statement, earnings, and summary are printed in one operatior Sun 


maries are made for the branch concerned, head office, and payroll department 


March 1957 








To aid employees in regaining office 


skills, Manpower operates a school 


A barnlike appearance characterized 


the second floor before renovation 


Today the second floor provides room 


for the executive secretarial staff 


Paintings by leading Wisconsin art 


ists decorate the Manpower hallway 


IS 





a 


The ‘‘before,'' of the before-and-after series, shows exposed pipes and obso 


lete lighting units in what became the office of the president of Manpower 


Downtown Is Too 


Hk task of 
located downtown office space 


finding centrally 
confronts expanding business firms 
in every major city. And where a 
major office building has not been 
constructed in the downtown area 
in the last 20 years, as in Mil 
waukee, the 13th largest city in 
the country, it mounts to a par 
ticularly pressing problem. 
Manpower’s office dilemma was 
formidable. From a midwest opera 
tion in 1948, with offices only in 
Milwaukee and Chicago, Man 
power, Inc., has grown to its pres 
ent international status with 100 
offices in over 80 major American 
Montreal 
and 


cities and in Toronto 
London, Paris, Havana, 
Johannesburg. 

Such a growth demanded a 
quadrupling of home office facili- 
ties in Milwaukee. 

Manpower is not an employment 
agency; it furnishes its own em 
ployees to other firms to fill in on 
part-time and temporary assign- 
ments. These assignments may 
run anywhere from four hours to 
many months, depending on_ the 
needs of the customer. Its clients 
range from the drugstore on the 
corner to the 20 largest insurance 
companies and about 85 of the Na 


tion’s top 100 industrial corpora 
tions. The number of employees on 
Manpower, Inc.’s, daily payroll 
averages 4,000; and in 1955, the 
service used a total of 50,000 per 
sons to answer calls for assistance 

When Manpower receives a re 
quest for part-time help, it checks 
through its files of previously 
screened personnel to find a person 
trained for the particular job. It 
then hires her and “rents” her to 
the client. The worker is paid by 
Manpower itself, which, in turn, is 
paid by the client for her services 
plus a markup to cover overhead 
and profits. 

In supplying 
Manpower eliminates for the com 
pany all hiring, firing, and record 
keeping costs, as well as such re- 
quired benefit 
Security taxes, 
compensation and 
compensation. 

Because of the nature of its 
operation, Manpower could not 
locate in a decentralized area. Its 


these services 


charges as Social 
unemployment 
workmen's 


offices had to be accessible to the 
business firms it serves and to its 
suppliers and employees. 

“We have found,” said Elmer L 
Winter, president of Manpower, In- 
corporated, “‘that the downtown is 
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The ‘‘after’’ shows the office of Elmer L. Winter. Paneled in cherry wood, it 


has painted burlap used as wallpaper. The drapes are of a Picasso print 


Valuable to Leave 


Is the dispersal craze going to turn downtown into a ghost 
town? Not as long as there are empty buildings and com- 
panies have to meet the public in large batches. Here's 


how to beat the problem by a bit of resourceful remodeling 


i 7 


too valuable a location to leave tion as opposed 
Through imagination, the needed dispersal craze 
space was found in an ideal down “The disper 
town location. An old, but sturdy plained are 
building (formerly a_ furniture purpose of 
store) in the heart of downtown of the mark 
Milwaukee was purchased = and need for the 
completely remodeled to meet the organizatior 
firm’s current and future needs and scope 
The  five-floor structure’ offered Following 
30,000 square feet-——four times the building, the 
company’s former space. and plans for 
The director of the Milwaukee of space 
Downtown Association, Robert G Tearing 
Irwin, acclaimed Manpower’s solu 
tion as demonstrating “. . . great 
vision by recognizing far ahead of 
many people in the country that 
downtown is the only genuinely 
central location in the community 
“Manpower’s action in Mil 
waukee,” Mr. Irwin continued, “i 
regarded by this office as a further 
demonstration of the new em 
phasis being placed on centraliza 
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Formerly cream colored, the building 


exterior was painted charcoal gray 


tepped = worktable and built-in 
redenza to accommodate his 
tand-up work habits. A worktable 
ind credenza form an elongated 
lL,” behind the boomerang-shaped 
desk in the vice president ollice 
The limed-oak-like Formica des} 
and worktables are treated to pre 
ent glare 
oft green walls add contrast to 
the paneled conference room and 
office of the executive vice-presi 
dent. The offices of the chairman of 
board and the vice-president 
orporate Japanese pra: cloth 
th paneling. Fluorescent light 
fixtures in the executive office 
were dropped four feet from. the 
celling to create the effect of a 
false ceiling 
The office of the president i 
paneled in cherry wood. Painted 
burlap doubles as wallpaper and 
wkground for his prize-winning 
minting A long, low credenza 
in “L”’ along the walls be 
d the oversized desk 
modern, natural-colored linen 
ofa and matching chat are 
iped around a white Formica 
coffee table at one end of the 
A modernistic bra chan 
with cone-shaped hade 
r the coffee table The 
a Picasso print 
floor reception area 


vine paneling vold-flecked 


Vallpaper, and sandalwood colored 


pals All wood surfaces through 
i i building were = specially 
d to eliminate light reflec 
Wall color schemes through 
the building are in tones of 
and brown or muted pvreen 


for their nonplare 


the conference room, a spe 

lally designed unit, incorporating 
okcase credenza and cork 
ered display board, was used 
pecial decorative feature ir 

huilt-in plantes throughout 

and mural ot trie 


nd floor 














Located 10 miles south of Austin, Texas, this modern building is the home 


office and manufacturing and processing plant of the Adams Extract Company 





Don't believe those stories 


that there isn't room any 
more for the little company. 
Not size, but determination 
blended with skill remain a 
major part of the recipe 
for success. A Texas family 


used this combination 


Quality Plus Service Equals Growth 


By Eugene Whitmore 


RS. John A, Adams loved to 
bake cakes, Gut she did not 
regard highly the commercial fla- 
voring extracts sold 46 years ago 
by the stores in her home town of 
Beeville, Texas 
Mrs. Adams’ distaste for the in 
ferior favoring extracts sold at the 
turn of the century led to the 
which, in 1956, 
moved into a unique, well-planned 
and attractive business building. 
It is a combination manufactur 
ing and processing plant, home of 
fice, and headquarters of Adams 
kextract Company. On much 
traveled Highway &1, it is 10 miles 
outh of the 
capitol building at Austin, Texas 
Compared with General Foods 
wv Standard Brands Ine Adams 
Iextract Company is no giant, But 
either of the two bigger companies 
would probably be delighted with 


tart of a business 


massive, red-stone 


customer, dealer, 


the deyree of 





An executive office in the Adams Extract building shows 


the progress the company has made 


20) 


from a kitchen 


and salesman loyalty which the 
Adams organization has built 

Here’s the story of its growth 
In 1910, when Mrs. John Adams 
complained to her husband that 
available extracts “baked out,” he 
listened attentively. Having a 
natural interest in chemistry —to 
ay nothing of good cake 62 
year-old John Adams took $6.71 
worth of ingredients and eventual- 
ly worked out a formula which his 
wife pronounced “super.” 

With his extract perfected, John 
Adams kept the formula secret, 
and enthusiastically began selling 
it to neighbors who envied his 
wife's cake-baking reputation. He 
yradually expanded his list of cus- 
tomers among housewives of South 
Texas 


John Adams’ two. sons Fred 


and Don also sold extract house 


to house, At night they ran _ off 
the bottle labels on a little 7- by 


reception room 





ll-inch hand-fed, hand-powered 
printing press. As the 
grew, a lot of elbow grease was 
expended trying to print enough 
labels, but that tiny, hard-working 
press now has an honored place in 
the company’s new building. 

The Adams boys worked thei 
way through school at Southwest 
Texas State Teachers’ College at 
San Marcos and at the University 
of Texas. To finance an education 
the young men zealously built a 
list of more than 300 steady cus 
tomers in Austin. 

jack from service in World 
War I, they decided to try selling 
to stores. The little business was 
moved to Austin from Beeville 
and installed in a tiny plant whose 
$3,000. The first 
approached only 


business 


erection cost 


dealers to be 
laughed at the idea of putting in 
a local brand of flavoring extracts 
to compete with national brands. 





A tree trunk covered with vines in the main office and 


adds distinction to the modern decor 
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Again it was a wife who helped 
the business to a successful start 
In about 1920, Mrs. Reuter, wife 
of an Austin Piggly Wiggly Food 
Store manager, unwittingly con 
vinced her husband he'd bette 
stock Adams Extracts. 

It seems that Mrs. Reuter had 
run out of vanilla and had bor 
rowed some from a neighbor 
When Mrs. Reuter returned the 
loan. -in a well-known brand——the 
neighbor said, “I never use any 
thing but Adams Best,” thus re- 
minding Mrs. Reuter it was only 
right to repay her in kind. 

That evening Mrs. Reuter re- 
layed her experience to her store 
manager husband, who recalled he 
had refused to stock Adams Ex- 
tract, referring to it as “local 
junk.”” But, reasoned Mr. Reuter 
any product women value so high 
ly should sell. He put in a gross of 
the extract—-the first Adams Ex 
tract to appear in a retail-store 
stock 

The new extract sold well be 
cause women, who had been buy 
ing it from the Adams men at thei! 
kitchen doors, were delighted to 
find the brand on sale in a store 

It would stretch the truth to say 
that demand was brisk, that sales 
“spread like wildfire.’ Nothing of 
the kind happened. Every step to 
ward wide distribution was slow, 
painful, and expensive 

But by taking great 
serve each retail customer a little 
more carefully than the big outfits 
could, the Adams men and the 
hired grad 


pains to 


alesmen they late: 
ually bored in. 

As the retail line won statewide 
distribution, the company formed 
a subsidiary to sell its extracts to 
bakers, ice-cream makers and 
others who use it in large quantity 
Today, this phase is national. The 
grocery line sales are confined t 
Texas 

Under the Adams’ label, the 
grocery line includes 12 flavoring 

“Adams Best” (vanilla), lemor 
almond, orange, strawberry, pine 
apple, banana, maple, peppermint 
walnut, rum, and coconut. Also 
three food colors and a color-pak 
of the three. 

Today, three descendants man 
age the company. Fred Adams, 51 
son of the founder, is president 
Fred Adams, Jr., grandson of the 
founder, is vice-president in charge 
of sales. John G. Adams, eldest 
son of the founder, is vice-presi- 
dent in charge of manufacturing 
operations, 

A part of the company’s long 
range growth program is the new 


March 1957 


$4,000-square-f 

building set well back 
acreage until 

long, covered parking 
the building 
spectacularly 
plants along 


and a p 


fices give the 
feeling 

Inside 
glassed-in terrarium 
the ground floor up 
second floor to the 
nurtured here are ¢ 
such a the vanilla 
Which vanilla extract ji obtained 
In contrast to the intense heat and 
glare outdoors it is refreshing 
here to see an en ployee poundi \’ 
a typewriter or posting a card 
record file within arm length of 
the handson 


and-flower 


terrariun plant 
arrangement 
Completing the office section 
the first floor are executive office 
a director or conference room 
general office 


mainder of the first-floor 


and several 


processing, packaging 
and storage 
irs, a large lounging room 
a small kitchen, open 
an outdoor deck overlooking 
hills south and west of Austir 
it is not uncommon to set 
ral employees resting, reading 
Visiting, apparently without a 
wht of work 
Here also 
tained and served light 
from the kitchen, For visit 
food-store 


Visitors are entetl 
refresh 
ment 
dealers a model 
land display case is well stocked 
with Adams products to show how 
to best display the line for fast 
retail turnove! 
I pe ially since the introduction 
f vanillin a synthetic vanilla 
from pulp-mill waste 
has been a big factor in extract 
But the Adams family sticks to the 
highest 


ind, in so doing, seems to have 


made price 


quality it can maintain 


done right well as annual sales 


! everal million bottle of ey 


Recruiting Executives Becomes Even Harder 


Top-level management jobs are 
more plentiful than eve hbetore it 
today expanding 1 
good men to fill then 
find than the were il 
tight job market of five 

In a recent survey of re« 
practice the American 
ment Associ on found that one 


hortaye ] 


M . 
yVidahapye 


prime rea 
the doubling 
size since le Vv rhe increasing 


vement al 


of compat 
complexity 
bring with i t demand fe 
stronge! 

killed « 

In today 

that mar 

could me 

vrams for 

during ‘ 
companie 
ecutives ofter 


away Dy rival 


Fifteer pe ent 


of five 

of their 

ment. The 

likely it 

outside 
Busine 

producti 


ecutive 


ive majority of respondents, Other 
in order of their combined 

of mention as first 
and third 


recommendations 


( how ts) 


onsulting firms, and com 
employment agencies, Un 
applications are last, al 
few companies find’ them 
ource 
to half of the firms sur 
e or are developing rou 
cedures for handling execu 
candidate Formal responsi 
, usually assigned to the 
onnel or industrial relation 
riment, but the executive cor 
ned seldom devote 
tenth of hi 


top-manayement job there 


more than 


time to it 


eldom fewer than two inte 

and much more frequently 
are four or five. The decision 
lire is made most often by toy 
navgement of by ome othe 
p of persor rather than by 
individual, In only one-tenth of 


compan urveyed is the de 


ion left to the executive who will 


he recruit’s immediate superiot 


In filling middle-management 
obs two, three, or four men inter 
iew candidate The immediate 
uperior makes the hiring decision 
one company out of four 

the others it is a joint 
involving some member 


) manayement 





Vacation Policies of 204 Firms 


What are the trends in company vacation plans? 
Are companies giving longer vacations for longer 
service? Are companies staggering vacations? 


By E. M. Ryan 


kK you haven't increased your 1. Greater efforts to use vacation out However, since most com 
| vacation allowances in the past time as an incentive for good at- panies have their plans set, it was 
five years, at least as they affect tendance and punctuality. possible to draw some valid con- 
some of your employees, you are Vacation periods are_ getting clusions, About 23 percent of the 
now in the minority of American longer, most of the increases af- companies are giving only one 
businesses fecting workers with 10, 15, or 20 week vacation to employees with 
Dartnell’s fifth annual vacation years of service. The fourth week one year of service or less. In 
policy survey, covering policies of for employees older in service is some isolated instances, an em 
204 companies, shows more plan coming into its own. Five years ployee must stick it out four, o1 
to liberalize vacation allowance: ago it was common for workers to possibly five, years before he get: 
In a nutshell, here’s what thi Wait 15 years before getting a the second week. But better than 
year’s survey showed longer vacation. Even then, it 90 percent of the employees will 
1. Greater efforts on the part of usually meant three weeks at the fish, swim, sit, or sleep for two 
management to stagyer vacation maximum. But in 1957, more four- weeks after one full year of serv- 
through the calendar year week vacations will be taken by ice. More than 45 percent of the 
2. Added vacation privileges for American employees than ever be responding firms give three weeks 
employees with longer length of fore in our history. after 15 years of service, and many 
service Quite a few respondents to the companies included in this _per- 
3. A slight decrease in the num Dartnell survey had not as yet centage start the’ three-week 

ber of companies planning a com formulated this year’s policy at the period after 10 years of service 
plete vacation shutdown time the questionnaires were sent Numerous firms are planning t 
increase the vacation period for 
deserving employees deserving 
employees being those who get to 
work regularly and on _ time 
Number of Companies—204 throughout the year. For instance 
Bristol-Myers’ policy is slanted in 
Length of Hourly Workers’ Paid Vacations || Salaried Workers’ Paid Vacations this direction. According to R. C. 
Service a pa ee ' Crosbee, assistant personnel man- 

One Two Three Four One Two Three Four » 
Week | Weeks | Weeks | Weeks || Week | Weeks | Weeks | Weeks ager of the Hillside, N. J., plant 
“All employees, plant and _ office, 
months 4 76 are granted one day of summe! 
vacation for each whole month of 
months ‘ ; 

employment up to a maximum of 
10 days’ vacation. At the same 
time, an additional one-half day of 
12 months winter vacation is granted to all 
employees for each month of per 
fect attendance and punctuality, up 
years ‘ , , to a maximum of five days. Under 
this policy, it is possible for an em 
ployee to earn three weeks’ vaca 
tion after only 10 months of em 
ployment.” Mr. Crosbee further 
yume states that this policy has been 
most effective as a recruiting de 


9-10 months 


16 months 


years 


5 years 


years 
vice, and most advantageous in 


years controlling absenteeism 
Dartnell found that fewer com 
panies (38 percent) are planning a 
years shutdown this year, although com 
7 panies that have shutdowns are 
sania . enthusiastic about them. W. C 
tedding, supervisor of labor rela- 
tions, General Aniline & Film 


5 years 


25 years 


) 


C‘ontinued on page 
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Always sends you home relaxed... 


pad; Ol777 . COMFORT MASTER DELUXE 


This aluminum executive chair with five-way comfort control does the trick 


Sure, it's been one of those days a And your Comfort Master Deluxe is 
lot of tension and long hours at your mighty handsome, too. The many com 
desk. But, when it's over and you're binations of anodized finishes and 
feeling almost as fresh as you did in warm, harmonious upholstery materials 
the morning, you'll be glad you spent either plastic or cord, give your chair 
that day in a Comfort Master Deluxe that custom look. Cushioning is foam 
With five separate adjustments, it can rubber, cool in the summer, comfortable 
be tailored to fit you as comfortably as the year round 

your favorite suit. It follows your every Unlike ordinary aluminum chairs, this 
movement, giving you the kind of sup one is heat treated after the frame i 
port that completely eliminates muscu completely fabricated for extra hard 


lar strain and fatigue. ness, extra strength throughou This 


MODE-MAKER, GENERALAIRE, 1600 LINE DESKS *© GOODFORM ALUMINUM CHAIRS 
SUPER-FILER MECHANIZED FILING EQUIPMENT © GF ADJUSTABLE STEEL SHELVING 


GF metal business furniture is a GOOD investment 
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sa lifetime of beauty and service 


Iry relaxing with a Comfort Master 
Deluxe in your office—for a day or a 
week! Just phone your local GF dealer 
w branch, or write The General Fire 
proofing Co., Dept. A 64, Youngstown 
1, Ohio for an illustrated brochure 


GENERAL 
FIREPROOFING 


Foremost in Metal Business Furniture 





Safety glasses stopped this screw 


type nail after it had _ ricocheted 


OMUALDO GALLA, a 22-yeal 
R helper, was be 
ing honored by Pennsylvania’ 
Governor George M. Leader a few 


old mechanic's 


months apo 

Why?’ 

Because last March, as 
do Wa 


Romual 
assisting a mechanic who 
supports for a pump 
fellow worker was start 


was hanying 
line, his 
ing a nut on a bolt overhead, Sud 
denly, without warning, Romualdo 
was aware of something hurtling 
toward him and, in the next split 
second, the nut crashed into his 
afety pvlasses. Fractured by the 
impact, the glasses were ready fo 
the junk pile. But Mr, Gallo would 
vo on working, and seeing! 

The award certificate and gold 
owl lapel pin that Romualdo wa: 
receiving from the governor identi 


A piece of a broken drill shattered 


the lens of this mechanic's glasses 


24 


Tudustriial Safety: 
Do the Eyes Have It? 


By James E. O'Neil 


Director of Industrial Service, National Society for the Prevention of Blindness 


fied him as a member of the Wise 
Owl Club of America the 10,000th 
member 

Each of the 
averted blindness or 
injury by wearing eye 
at the time of an on-the-job acci 
dent. Each is living, breathing 
evidence of the value of eye safety 
in industry. 

The first Wise Owl Club chapter 
was chartered at ACF Industries 
in St, Louis in 1947, thanks to an 
imaginative employee named Joe 
Folks. Mr. Folks thought there 
ought to be some tangible recog- 
nition of those who protected thei: 


members has 
serious eye 


protec tion 


precious vision as he had 
through the use of on-the-job eye 
wear. Both labor and management 
at ACF thought the idea had merit 
When it began catching on in othe 
companies, ACF sought the help 
of the National Society for the 
Prevention of Blindness, which has 
sponsored” the movement ever 
since 

Under the Society's aegis, it has 
pread beyond = all 
With young Gallo's initiation, the 
club could list 10,000 members in 
all 48 states, the District of Colum 


expectations 


More than 10,000 persons have had 


their vision saved by safety glasses 


bia, Canada, Hawaii, Puerto Rico, 
and Cuba. Today, membership is 
past the 11,000 mark, with more 
than 14,000 eyes reported saved 

In economic terms, the members 
of the club represent a saving of 
over $50 million in compensation 
The eyes saved helped keep plant 
insurance rates and lost man-hours 
down and _ production humming 
Most important, thousands of em 
ployees and their families have 
been spared the needless tragedy 
of blindness. 

For simple dollars-and-cents re 
sults, the 10-year : 
Sperry Gyroscope Co. is typical 
3etween 1944 and 1954, Sperry in 
vested a total of $400,000 in its 
eye-protection program, including 
$180,000 for professional and tech 
nical services, $190,000 for 38,000 
pairs of plano and_ prescription 
safety glasses, and $30,000 for in 
miscellaneous 
brought 
not a single eye lost 


record set Dy 


strumentation and 
The 


these returns: 


costs investment 
since the program’s inception; no 
eye injury serious enough to result 
in even partial loss of vision; 82 
smashed safety glasses to attest to 


Continued on page 


Safety glasses found a friend when 


they deflected this piece of metal 
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Executive 


By tradition, the executive has always had 
special vacation privileges not extended to the 
rank and file—he can take off whenever he wants 
and for as long as he wants without regard for 
company regulations. This may be true for the 
owner of the business, when his affairs are in good 
order, but it is certainly not so for the executives 
under him. Critics often forget that executives 
live with their work. The man who takes his busi- 
ness home with him at night can hardly be regu- 
lated like the man who leaves his worries behind 
at five o'clock. 

Nevertheless, in a large number of the compa- 
nies covered in our survey, the executive is subject 
to the same rules as everyone else. The complaint 
of many reporting companies is not that he takes 
too much time off, but that he does not take ad 
vantage of all the time that is coming to him. 


Longer Vacations 


All surveys taken in recent years confirm a 
trend to longer vacations. They are longer in the 
early years of employment and still longer as the 
service years pile up. On another front, many 
companies are taking notice of employees’ liking 
for winter vacations and split vacations—part 
winter and part summer. 

Recognition of these things, which is sometimes 
helped along by union pressures, has contributed 
to a general softening of corporate vacation policies. 
The executive has been affected just as much as 
other employees, if not more. While about 50 percent 
of the companies surveyed say their executives are 
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Vacations 


subject to company-wide rules, they add in the 
same breath that the rules are made for relaxing 
when they apply to the top men. Even so, the num- 
ber of executives taking full advantage of their 
unwritten privileges appears to be very small. 


The Executive and the Employee 


Variations in executive vacation policies are so 
numerous that it is next to impossible to find a 
common denominator to fit all companies and per- 
mit tabulation of survey results in one convenient 
table. A broad breakdown, however, looks about 
like this: 

Fifty percent of companies surveyed have no 
special vacation policies for executives. They follow 
the same rules as other employees. 

Thirty-two percent make an extension or liberali- 
zation of company-wide rules for the benefit of the 
executive group. 

Thirteen percent have no vacation policies, or 
allow executives to take whatever time they want. 

Five percent have more than one vacation policy, 
each for different executive levels. Sometimes the 
distinction is between officers and other executives. 

That the percentage of companies allowing ex- 
ecutives complete freedom from rules of any kind 
(13 per cent) is not larger than it is may come as 
a surprise to those under the impression that the 
executive winters in Florida and summers in the 
North Woods. From a practical standpoint, so few 
executives avail themselves of their freedom that 
a policy of no restrictions appears to have the same 
binding effect that a set of rules would have. 


MAXIMUM VACATION PERIODS FOR EXECUTIVES IN 214 COMPANIES 


Segments represent percentage of companies granting vacations of indi- 
cated lengths. Not shown are those companies allowing more than 4 weeks. 
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Executive Vacation Allowances in 76 Selected Companies 














Number 
PRODUCT OR SERVICE of Em Gross Sales VACATION ALLOWANCES 


ployees 
Abrasive grain 35 $ 600,000 | 2 weeks. Longer if there are special travel requirements 
Aircraft 5,500 50,000,000 | 1 week after 1 year, 2 weeks after 3 years, 3 weeks after 10 years 
Air transportation 975 10,120,000 | 2 weeks up to 10 years, 3 weeks after 10 years 


Aluminum products 25 8,000,000 | Officers, 1 month. Other executives, 2 weeks after | year, 3 weeks 
after 15 years 


Bakery supply products : 12,000,000 | 3 weeks 


Bank holding company. 5 3 weeks, and in some cases 4 weeks 

Bathroom equipment...... 2! 8,000,000 | 2 weeks, after 15 years 3 weeks 

eee 284 | 6,500,000 | 2 weeks up to 12 years, 3 weeks after 12 years 
Building materials... .. 1,600 20,000,000 | 3 weeks, plus occasional days off 


Casualty and fire insurance 2,600 67,000,000 | 1 basic vacation day for each month worked, less 2 during vacation 


year. In addition, 1 vacation day for each 2 yrs. worked up to 25 yrs. 
Chemicals 5A 12,600,000 | Officers, generally 6 weeks, other executives 4 weeks 
Chemical specialties 30,000,000 | Senior executives, 4 weeks, intermediate executives 3 weeks 
Coal mining 15,000,000 | 2 weeks to 15 years, 3 weeks thereafter 
Confectionery | 7,400,000 weeks to 17 years, 3 weeks after 17 years, 4 weeks after 25 years 
Cutting tools 11,000,000 weeks after 1 year, 3 weeks after 10 years 
Dairy products 6,000,000 | 2 weeks to 10 years, 3 weeks thereafter 
Dental products 22! 1,500,000 to 4 weeks. After 15 years minimum is 3 weeks 
Department store 300 4,250,000 weeks in summer, | week in winter 
Diesel engines 3,900 81,000,000 <xecutive committee, 4 weeks in 2-week periods 
Dust control equipment 1,000 18,000,000 | 2 weeks after 1 year, 2) weeks after 10 years, 3 weeks after 15 years 
Klectric utility 1,750 33,350,000 weeks after 1 year, 3 weeks after 15 years 
Klectric welders 180 3,200,000 to 3 weeks, liberalized for long-term employees 
Electronic apparatus 650 8,500,000 weeks after 1 year, 4 weeks after 25 years 
Electronic equipment 200 1,600,000 | 2 weeks to 10 years, 3 weeks thereafter 
Electronic equipment 40 3,000,000 | 3 to 4 weeks (discretionary) 
Filing supplies 80 1,100,000 | 2 weeks to 25 years, 3 weeks thereafter 
Fire insurance 90 8,000,000 | 2 weeks after 1 year, 3 weeks after 5 years, 4 weeks after 25 years 
Food products 550 15,000,000 | 15 days after 15 years, 20 days after 25 years 
Gas and electricity distributor 550 8,000,000 | 2 weeks after 1 year, 3 weeks after 10 years, 4 weeks after 25 years 
Gas public utility 1,100 24,300,000 | 3 weeks after 10 years, 4 weeks after 25 years 
Generators 120 2,400,000 | 3 weeks to 1 month 
Highway construction | $,500 58,000,000 | 2 to 4 weeks 


Installment financing 72 74,000,000 | Senior executives, 3 weeks in summer and 3 weeks in winter; junior 
executives, 2 weeks to 15 yrs., 3 weeks to 25 yrs., 4 weeks thereafter 


Life insurance 100 34,500,000 | 2 weeks to 20 years, 3 weeks thereafter; 1 extra week allowed on each 
fifth anniversary starting with tenth year of employment 


Lumber products 465 8,471,000 | 2 weeks, with additional time as required 
Machine tools 350 3,375,000 | 2 weeks to 15 years, 3 weeks thereafter 


Meat products 150 5,000,000 | 1 week after 1 year, 2 weeks after 5 years, 3 weeks after 15 years 
4 weeks after 20 years 
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Number 
PRODUCT OR SERVICE of Em- | Gross Sales VACATION ALLOWANCES 
ployees 
Meat products 8,500 $254,000,000 $} weeks after 15 years, 4 weeks after 25 years 
Metal products ‘ 4,500 67,000,000 1 week to 5 years, 2 wee ks after 5 years, 3 weeks after 15 years 
Metal products 104 5,000,000 2 weeks to 5 years, 3 weeks thereafter 
Metalwork 165 2,211,000 1 week after 1 year, 2 weeks after 5 years 


Mining. - 325 3,750,000 2 weeks to 13 years, 3 weeks thereafter 





Mirrors 500 7,000,000 | 2 weeks for minor executives, nothing specific for oflicers 
Motion picture equipment 1,000 10,000,000 | 2 weeks to 15 years, 3 weeks thereafter 
Motor vehicles... . 445 11,000,000 | 2 weeks to 4 weeks 
770 11,470,000 | 2 weeks to 10 years, 3 weeks after 10 years, | month after 25 years 
Petroleum marketing 3,000 275,000,000 | 2 weeks after 1 year, 3 weeks after 15 years 
Petroleum refining 250 20,000,000 | 2 weeks to 15 years, 3 weeks thereafter 
Pharmaceuticals. . 1,200 16,000,000 | 2 weeks after 2 years, 3 weeks after 15 years 


Pharmaceuticals 6,500 140,000,000 | Officers, within reason; other executives, 2 weeks after 1 year, 
3 weeks after 15 years, 4 weeks after 25 years 


Plywood and furniture 850 9,000,000 | 2 weeks to 12 years, 3 weeks thereafter 
Poultry products 750 25,000,000 | 2 weeks to 15 years, 3 weeks thereafter 
Precision tools 50 400,000 | 2 weeks to 15 years, 3 weeks thereafter 
Public utility 1,250 26,812,000 | 2 weeks to 20 years, 3 weeks thereafter 
Public utility 650 11,400,000 | 2 weeks after 2 years, 3 weeks after 15 years 
Public utility 7,600 118,175,000 | President and vice-presidents, 4 weeks 

Public utility. ..... 354 7,941,000 | 2 weeks to 15 years, 3 weeks thereafter 

Pulp and plastic products 1,040 13,500,000 | 3 weeks after 15 years, 4 weeks after 25 years 
Retail musical instruments 69 300,000 | 2 weeks to 20 years, 3 weeks after 20 years, 4 weeks after 30 years 
Retail and wholesale grocers 1,250 30,000,000 | 2 weeks in summer, | week in winter 


Rubber products 3.000 7,000,000 President, at discretion of board of directors; vice-presidents, 
4 weeks; other executives, 3 weeks 


Sheet metal products 100 200,000 | 2 weeks to 15 years, 3 weeks thereafter 
Shipping containers 700 908,000 5 weeks, to be taken 3 weeks and 2 weeks at a time 
Spices and tea 500 000,000 | 1 week to | year, 2 weeks to 15 years, 3 weeks thereafter 


Steel plate 2,500 5,000,000 | 2 weeks to 15 years, 3 weeks thereafter 


Steel produc ts 2 R00 800.000 1 week to 5 years, 2 weeks to 15 years, 3 weeks thereafter 


Textiles 400 000,000 2 weeks, plus long week end 


Tobacco products 188 800,000 2 weeks to 15 years, 3 weeks thereafter 


Wholesale food products 745 000,000 | 1 week after 1 year, 2 weeks after 3 years 
Wholesale food products 120 300 000 Junior executives, 3 weeks: discretionary for senior executives 
Wholesale hardware 150 000,000 2 weeks in summer, 3 weeks in winter 


Wholesale hardware 565 500,000 1 week after 1 year, 2 weeks after 3 years 


Wholesale natural gas 1,200 000,000 2 weeks to 15 years, 3 weeks thereafter 
Women's handbags 350 2,000,000 | 2 weeks after 1 year, 3 weeks after 15 years 


Woolen cloth 450 12,500,000 No limit except reasonability 


Woolen fabrics 140 1,250,000 2 weeks to 20 years, 3 weeks thereafter 








Eighty-two percent of companies measured, then, 
have well-defined vacation regulations. This large 
group is made up of those that make no distinction 
between executives and other employees, plus those 
that have special rules for executives only. If it 
were possible to do so, the 82 percent should be 
reduced by those companies that have vacation 
policies for executives written on the books but do 
not adhere to them in practice. These are the com- 
panies that find it works better to make frequent 
exceptions, 


Splitting Up the Vacation 


Most businesses encourage executives to take 
vacations longer than two or three days. A few, 
perhaps because of local conditions, permit a series 
of long week ends; and a few more don’t care one 
way or another; but in most cases the feeling is 
that executives have small benefit from chopped-up 
vacation periods, Companies that feel this way are 
in agreement with a good many medical authorities. 

The trend to longer vacations is, in a sense, defeat- 
ing its own purpose. Executives, especially, have 
trouble persuading themselves that they can be 
spared for the three or four weeks they are allowed, 
and often end up by taking their time in small doses. 

Many doctors are all for the long vacation, but 
they add that it does little good taken in small 
pieces, It takes a full week or more for the execu- 
tive to get himself unwound. Only then is he able 
to throw off the tensions that build up in him on 
the job. By the end of the second week, he has 
learned how to relax, leaving him the one or two 
weeks that remain to get full benefit from his 
vacation. The man who takes long week ends, or 
a day or two at a time, never does get completely 
unwound, 


The “Reluctant Executive” 


Sixty-five percent of the companies reporting 
tell us their men are in the habit of taking all the 
time allowed under company rules, Of the re- 


mainder, 20 percent say they sometimes do, and 15 
percent say they never do. 

The executives in the 35 percent group who 
sometimes or always pass up opportunities to get 
away for a rest are the ones who give the medical 
departments their worries, They are the “reluctant 
executives.” 

The fault is not entirely the executive’s. The 
company must take its share when it brings no 
special pressure to bear on him, allowing him to do 
what he believes to be the right thing for himself 
and his employer. As often as not, the doctors have 
different ideas of what is right for the individual. 
The company’s loose vacation policy, meanwhile, 
credits the executive with judgment better than the 
brand he applies to his own situation. There is 
very little difference between no policy at all, a 
policy that is not enforced, and letting the decision 
rest entirely in the executive’s own hands. 

A procedure often followed is to charge the 
personnel department with the responsibility of 
seeing that vacations are carefully recorded. For 
employees at large, departmental schedules are 
made up and submitted to the personnel office. There 
is no problem here. Sometimes executive schedules 
are prepared in the same way; but, more often, one 
of the personnel officers contacts each executive in 
person or by memo to find out his vacation plans 
if he has not already taken one. As a follow-up, the 
names of the men who plan to take no vacations 
are turned over to the medical department or the 
president. If to the medical department, a clinical 
report is passed along to the chief executive officer, 
recommending that the man in question be required 
to take time off, if that is the judgment of the 
company doctor. 

A way to cure the reluctant executive of his 
reluctance has been found by at least one company. 
When it appears that he will never run out of 
excuses, he is called in by the president and told 
not to show his face in the office for three weeks 
beginning next Monday. This can be very incon- 
venient indeed for the executive. The next few days, 
during which he gets his affairs in order, are hectic 
ones, But it is most unlikely that he will invite the 
same experience again next year. 


COMPANY REPORTS ON EXECUTIVE VACATION POLICIES 


Baltimore Gas and Electric Company: Top ex- 
ecutives of this company are allowed four weeks 
of vacation, It is generally understood that vaca- 
tions are to be taken by each executive within the 
calendar year. The vacation may be taken all at 
one time, or split up into parts of one or more weeks. 


The B. F. Goodrich Company: All our salaried 
people, regardless of positional level, are on the 
same vacation program. This is one week for the 
first year of service, two weeks up to 11 years of 
service, two weeks and three days from 11 to 15 
years, and three weeks after 15 years of service. 
We feel it is necessary for all people to take the 
vacations to which they are entitled in the year in 
which it is due; with the privilege—by agreement 
of overlapping the current year’s vacation with the 
next year’s vacation, providing they start the cur- 
rent year’s vacation on or before December 31. 


Our policy requires that vacations be taken in no 
less than one week increments, except for the three 
days after attainment of 11 years of service—al- 
though we do prefer to have them take the three 
days attached to a full week of vacation. 


American Seating Company: We have a rather 
well-defined and administered program for most 
employees, both salaried and hourly rated, but we 
are very flexible with respect to executives. 

As a general proposition, most of our officers and 
divisional managers take three weeks at such times 
as are most convenient for all concerned. A few 
take winter vacations, and others prefer the fall. 
Very few get away during the summer because this 
is our company’s very busiest season. 

The typical three-week executive vacation is in 
line with the same allowance made to salaried 
personnel with 15 years’ seniority. 
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Is Your Office Manual Outdated? 


By F. C. Minaker 


You wouldn't expect this year's performance from last year's 


car, and you can't expect modern service from an anti- 


quated office manual. But with a little bit of vision and revi- 


sion, company manual can be kept up to date—at a profit 


HN The Dartnell Corpora- 

tion made its 
of office manuals,* it found that 
the great majority of companies 
co-operating in the survey realized 
that their manuals were hopelessly 
out of date. Some of these manuals 
antedated World War II and, as 
we are all well aware, office pro 
changed — radically 
since that time, For one thing, au 


recent survey 


cedures have 
tomation has become a reality in 
stead of something to come in the 
near future. Work simplification, 
improved paper-work procedures, 
the advent of the standard practice 
division in the office all have had 
and are having their impact on of 
fice procedures 

The bigvest change, automation, 
not only means new types of jobs 
in many offices, but changes in old 
jobs as well, This is certain to 
necessitate intensive employee 
training, including the training of 
old employees in handling new op 
erations and new machines. There 
will also be changes in work proce 
essing, in department layouts, and 
in work flow if the office is to get 
the most out of the new equipment 

These changes in job- function 
and personnel procedures are pro 
ceeding at a rapid rate in many of 
the medium- to large-size com 
panies, and especially in public 
utility offices, insurance 
companies transportation, and 
large retail firms. Eventually, au 
tomation will take over such cleri 
cal work as accounting, payroll 
preparation, logistics, utility bill 
ing, cataloging, small loan = and 
mortgage loan accounting, actu 
arial work, and pay-rate statistics 

Such rewriting 
job procedures and personnel re 


banks, 


changes mean 
quirements, thus making present 
day office manuals out of date 
Other reduced papel! 
work, improved layout and work 
flow. will also have an impact on 


changes 


*Dartnell Report No UCeh PUL Of 
rick MANUAI 
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job functions and, consequently, 
will affect the office manual, 

How can these changes be made 
in the old manual? Or, if the com- 
pany does not have an office man 
ual, how can the new manual be 
set up so the many changes in job 
performance in the next few years 
can be handled easily and quickly? 

First, to insure a competent re 
Vision job, there must be strong 
backing by management. Office 
workers and supervisors alike 
have fallen into a comfortable rut 

an outmoded way of doing 
things. Few of us like to leave our 
comfortable ruts; and the longer 
we have been in them, the less we 
like to change the routine. Job 
changes, new layouts, changed 
work flow, therefore, will require 
authority; there won't be the 
necessary authority to get the job 
done smoothly, unless the backing 
of management is not only real 
but apparent 

Second, is the matter of em 
ployee acceptance, To secure such 
acceptance (and co-operation), one 
should consider the following steps 

steps which the experts in em- 
ployee relations have found most 
successful: 

1. Prepare the worker 

2. Let the worker participate in 
the project 

3. Let the worker know what is 
exper ted 

As one well-known management 
engineer phrases it: “Information 
breeds understanding. We all want 
to be told in advance. We will all 
co-operate with a program in the 
same proportion to which we are a 
part of that program.” 

Giving the employee a hand in 
the development of a program is 
one of the best ways to get some 
“push” behind a project. Everyone 
works much harder to carry out 
an idea which he believes to be his 
own! 

Third, at the time the job is 
started, provision should be made 


for future revisions and follow-up 
The committee or individual in 
charge of the project must set up 
a schedule for making such neces- 
sary revisions, 

The frequency of revisions de- 
pends, of course, upon the type of 
manual, Some manuals require 
weekly revisions, some quarterly 
some only semiannually or annual- 
ly. Many companies have turned 
the whole revision job over to thei: 
standard practice divisions to in 
sure revisions according to sched- 
ule. One Chicago company allows 
for revisions every six months; but 
if changes are necessary in the 
interim, mimeographed pages are 
issued for insertion in manuals 

It is one thing to issue revision 
another to see that they are a 
tually inserted in the manuals. Ex 
perience has shown that you ca) 
not pass out revised pages, hit o1 
miss, and expect them to be co: 
rectly and immediately inserted i: 
the manuals. To get around thi 
block, one company distributes re 
vised pages or corrections to the 
supervisors in each department 
who, in turn, see that insertions 
are actually made in the manual 

Another company collects all 
manuals and turns the job of ir 
sertion over to one individual in 
the standard practice division. In 
still another company, an individ 
ual from the department in charge 
of revising the manuals makes the 
rounds of each department, and 
inserts the revised pages in the 
manuals himself. 

However it is handled, the mai: 
point is to see that the changes are 
actually made, While one does not 
need to make a “production” of 
putting some emphasis upon the 
importance of making the change 
does impress the employee 

And now let's face it: The only 
way revision material can be col 
lected and organized for use is to 
put someone in charge of the file 
where new or 
may be kept for inclusion in new 
editions of the manual. There are 


changed material 


various ways of securing revisions 
of course. One company leaves the 
job up to the department heads 
who wrote the original text in the 
first place. They give the person in 
charge of keeping the manual up 
to date any changes affecting the 
manual without delay. 

Another company issues regula! 
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Vacation Policies 


(Continued from page 


Linden, N, J., states, “Thi 
is our third year for plant shut 
down. The plan has been most 
favorably accepted by all.” Plant: 
that shut down usually do so for 
two weeks (80 percent of them) 
Preferred time for the shutdown is 
the last two weeks of July. Some 
firms stagger the shutdown period 
to vive half of the work force time 
off, then the other half 

All firms ypvive vacations with 
pay. Many are now giving vaca 
tion allowances over and above the 
pay check. Brunswick-Balke-Col 
lender Co. gives 2 percent of the 
employees pay for one to five 
years of service, 4 percent for five 
and 6 percent for 15 
years and up. Other plans vary 
but are generally within the same 


Cor Pp 


to 15 years, 


percentages 

Among the problems involved in 
policy planning is” the 
set a policy covering the 


vacation 
need to 
employee who must 
time in camp as a military re 


pend some 


The Eyes Have It 


(Clontinuced from page 


ight loss during the 
period; compensation saving 

based on 8&2 awards, of $419,840 
and a saving of $200,000 in first 


, Which have decreased 


the potential 


aid eye costs 
W) per cent 

A ruling at the 
Ilarvester Co 
even for the man who 
soft-drink machines, Yet 
sense: the 


International 
requires protective 
eyeweal 
fills the 
the regulation makes 
eye-safety effort that fails to pro 
vide for every person working in 
through any depart 
where eye 


or passing 
ment, plant, or area 
hazards may exist is doomed to 
failure, Guessing which occupation 
may be potentially eye-hazardous 
has never been a satisfactory sub 
stitute for plant-wide protection 

What of the employees who ordi 
narily wear corrective eyeglasses? 
Plain glass lenses are far more 
dangerous in an industrial environ 
ment than no eyewear at all. For 
this reason, no effective eye-safety 
program can ignore the need for 
provision of safety lenses ground 
to individual prescription 


servist. Most companies try to help 
the employee in this matter. For 
instance, a Chicago publishing firm 
charges one week of the employee's 
time in camp to his vacation time 
but pays the difference between his 
military pay and his regular week 
ly pay for the second week. Most 
pretty generous 
Qne respondent put it 


companies are 
about this 
this way, “We try to help em- 
ployees who must do summer duty 
with the armed services for, afte 
all, they might be defending out 
plant some day and we'd like to 
see them well trained.” 

It has been customary to en 
courage employees to take vaca- 
tions in the summer, and many 
companies still do because of the 
seasonal nature of business. But 
other firms, not affected by sea- 
sonal ups and downs, are finding 
a better balance when vacations 
are spread over the whole year 
rather than solely in the summer 
months 


Moreover, because untold thou 
sands of employees are unaware of 
their need for prescription lenses 
initiation of adequate vision test 
ing procedures with union ap 
proval is essential to effective 
eye-safety programing. With labor 
costs at their highest peak, it is 
just poor business not to know 
Whether a worker can see well 
enough to perform his job efficient 
ly and safely. Yet an astonishingly 
industrial firms 
make no attempt to relate an em 


large number of 


ployee’s ability to see to the visual 
requirements of his job 

A General Electric plant in Ohio 
for example, recently tested the 
Vision of all 10,000 of its shop and 
office employees. It found a stag 
gering 57 percent of them working 
with less than adequate vision. 

At the inception of the eye 
safety program at the Delco-Remy 
Division of General Motors Corp 
in the early 1940's, about 200 em- 
ployees a month were tested for 
corrective safety eyewear. By 1953 
the number had risen to 300 a 


month. During 1952 and 1953 


alone, more than 7,200 employees 
were fitted for prescription safety 
glasses. Like many other firms, 
Delco requires an annual eye 
checkup as well as a pre-employ 
ment physical. 

Unfortunately, despite the com- 
bined efforts of Wise Owl officials 
and industrial people from many 
fields, an estimated 300,000 eye 
accidents occur annually in Ameri- 
can plants. Yet, more than 90 per- 
cent of these accidents could be 
prevented with basic eye 
tion equipment. 

Just ask the Wise Owls 


Office Manual 
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protec - 


bulletins for the company’s man 
agement procedures manual, which 
is kept up to date by the com- 
pany’s control section. TVA, which 
has a most complete manual, in 
vites all employees to suggest re- 
visions. Refresher classes are also 
held among all TVA divisions, dur- 
ing which various job methods are 
discussed 

One interesting method of se 
curing accuracy in a manual is 
that used by a company with a 
large stenographic department 
The new manual was’ mimeo- 
graphed and issued as a temporary 
guide. Employees were instructed 
to use the manual for a period of 
several weeks. At the end of the 
specified time, a group meeting 
was held and suggestions invited 
as to ways the manual could be 
made more usable or ways specifi 
jobs could be simplified. During 
the meeting, employees were given 
time to put in writing some of 
their suggestions which were to be 
dropped in a suggestion box at the 
end of the meeting. No signatures 
were required. 

After the meeting, the sugyes- 
tions were collected, and in due 
time the manual checked for the 
necessary revisions or corrections 
The final manual was then set up 
in loose-leaf form so that addi- 
tional revisions could be made 
from time to time. This test-use 
of a manual may sound as if it 
were pretty time-consuming, but 
actually it secures excellent em- 
ployee participation as well as a 
high degree of accuracy. 

When preparing a new manual 
today, it is well to make the mat- 
ter of revisions in the future as 
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; possible to handle. There 
are voing to be revisions because 
office procedures will change as 
much, if not more, in the next 10 
years than in the last 10. First 
make the manual loose-leaf so ad 


FASY As 


ditions or changes can be easily 
made 

unless there is some 
good reason for making it smaller 
et the manual up on &8!4- by 11- 
inch or letter page size This 
makes it possible to use the usual 
office-bulletin size for changes 
and most office bulletins are letter- 


Second, 


page size, Third, do as one com 
pany did: Set up each chapter as 
an individual unit. In other words, 
each chapter carries its own break- 
down of page numbers. By han- 
dling the material in this manner 
each of the company’s manuals 
can be expanded by chapters and 
by paves as the need arises. Also, 
pages may be taken out of any of 
the chapters without affecting the 
page numbers of the manual. 

Finally, if you are going to the 
expense and trouble of revising 
your manual (or manuals), make 
sure of a really good job by: 

1. Getting the backing and co- 
operation of management, 

2. Making 
ticipation and acceptance 
scheduled = fol- 


sure of employee pat 


3. Providing for 
low-ups 


Keach individual involved in the 
project of preparing a good man 
ual should understand the advan 
tages of setting up a manual of 
reducing writing. 
Among these advantages are the 
following 


procedures — to 


A. The manual will formalize 
company operations 

B. It will facilitate 
communications, 


company 
C. It will clarify or establish 
polic les 

ID. It will eliminate duplication 
of effort 

Ik. It will define responsibility 
and authority. 

I, It will make supervision’s job 
easier and strengthen the super 
Visory proup, 

G. It will establish control of 
forms and other paper work; Le 
work simplification, 

H. It will establish control points 
for cost analysis 


By putting the emphasis upon 
such points, the manual can justify 
its expense many times over, In- 
deed, what other project can have 
such far-reaching effects within 
the company? 





Delegating Doesn’t Hurt 


(Clontinued from page 15 


one-man-genius affair; plant acre- 
age grew, but delegating could not 
take root. 

At Mr. Ford’s peak business, he 
had 65 per cent of the automobile 
market. By World War II, this had 
trickled down to only 20 per cent 
Insiders in Detroit are convinced 
that Ford Motors lost money during 
the last 15 years the original owner 
was running it. Ford officials frank- 
ly say they don’t know, because 
they found the books in such a 
chaotic condition that no one could 
figure out where the company 
stood. 

The next chapter of the Ford 
Story is a great contrast. Henry 
Ford II was only 25 when he took 
over, following the death of his 
father and grandfather. The 
younger Henry was familiar with 
modern business organization, and 
the basic use of delegation in oper- 
ating any enterprise. 

He immediately surrounded him 
self with a few men who had 
proved their skills in organizing 
and delegating in other firms. Grad- 
ually an organization emerged in 
which decision-making was de- 
centralized (delegated) so that ac- 
tion could be taken when it should 
be. And the actions were taken 
largely by executives who were 
acting upon their own, rather than 
somebody else’s, decisions 

The transformation of Ford 
Motors from a slipping company 
into a growth company is an out- 
standing epic of the meaning of 
delegation for modern business. 

Henry Ford If is running a much 
bigger business than his grand- 
father did, and operating it profit- 
ably. He has farmed out respon- 
sibilities and authority to go with 
delegation, Nor is he as 
rushed and overworked as the 
founder was. Henry Ford II has 
time to take full part in civic and 
community responsibilities, without 
fear that the business may slip 
while he has his back turned. 


them 


The Modern Purposes in 
Delegating 


On first consideration, delegating 
seems an inetlicient setup, similar to 
putting an extra motion or two into 
a job. It may ease the executive 
load, but will it bear the cost of 
the helper? 


At the turn of the century, dele- 
gating was looked upon by most 
people other than Andrew Carnegie 
as a method by which important 
executives could use errand boys 
and a 
burdens and help the executives do 
more things themselves. The errand 
boy and secretary gave more arms 
and legs. But they were scarcely 
any help in the burden of decision- 
making. 

The executive who pushed but- 
tons to call in his breathless assist- 
ants was probably not delegating 
in the modern meaning of the term. 
He was mostly giving orders. If 
he had delegated—-modern style —it 
would not have been necessary for 
him to buzz for help; they would 
be carrying on on their own, and he 
could rest his ulcer, 

The gist of delegating-——modern 
style——is that it is a means for mak- 
ing the enterprise stronger by de- 
veloping its human resources, The 
human resources consist of assist- 
ants, alternates, substitutes, utility 
people, and promising young people 
who through delegating have been 
trained so they can carry on in 
the absence, or death, of any key 
person, They do not have to be 
buzzed and told what to do, or pre- 
cisely in what way to do it. They 
don’t come for minor decisions, but 
make them themselves. 

Delegating—modern conception 

is not limited to the few top ex- 
ecutives. It spreads to the grass 
roots of the organization. The 
errand boy aspect is minor in the 
modern conception of delegating. 

“We can't put a price tag on dele- 
gating,” a successful president 
summed it up, “but we pay plenty 
when delegating breaks down.” 


private secretary to ease 


Delegating Changes Relations 
Between Leader and Followers 


We can now begin to see why 
some old-style delegation giving 
orders to assistants—-was a case 
where one plus one did not always 
add up to two. 

The success of delegating—new 
style--hinges upon the _ relation- 
ships between leader and follower. 
These relationships are in marked 
contrast to the setup that existed 
with many old-style bosses who did 
all the decision-making, issued 
orders, and took the credit for 
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successes and blamed others for the 
failures. And modern-style 
delegation is under way, it brings 
about further changes in the re- 
lationships within the organization 

The spirit, or atmosphere, or 
human climate surrounding a work 
zroup seems to determine whether 
or not delegating will work. Al 
though information on this is 
sketchy, there are convincing rec 
ords which underline the impor 
tance of this human atmosphere. 

Some of the most — scientific 
studies on this have been reported 
by Dr. Nancy C. Morse and asso- 
ciates, from the Survey Research 
Center, of the University of Michi 
van, One study dealt with the 
effects of delegation on the rank- 
and-file of clerks in some of the 
offices of one of our largest finan- 
clal institutions. In some offices, 
this unusual amount of delegation 
salary decisions!) proved 
much more successful) than in 
others. The degree of success ap 
peared to depend largely upon the 
spirit or human climate that the 
boss had unwittingly set up around 
his office force. 

The records show that delegating 
works most successfully, in general, 
when the human climate is demo- 
cratic, permissive, equalitarian, 
nonsecretive, nonsmothering. In 
such a climate, the person delegated 
to has the feeling of being an asso- 
clate rather than a= subordinate, 
and of sharing purposes with the 


once 


(even 


boss, 

General Mills, Inc., always a 
powerful Company but now a 
vrowth company, illustrates this. 
It has expanded from flour milling 
into breakfast cereals and cake 
mixes, which were natural expan 
sions. It has also succeeded in ex 
panding into electronics and chemi 
cals, This has been possible because 
the company’s policies of delegating 
helped it to develop reserves capa- 
ble of operating the decentralized 
ventures 

At the top of General Mills, Inc., 
setting the human climate, is Presi 
dent Charles HH, Bell. “Basically, 
people are a complicated piece of 
mechanism,” he emphasizes. “We 
try to attract people with good 
sensibilities, then create a climate 
in which they can make the most 
of their capabilities. They can’t do 
this where one or two make all the 
decisions.’ 

The favorableness of the climate 
for delegating can be pinpointed 
in more detail, and from somewhat 
different though overlapping points 
of view. Three approaches have 
been used: management objectives 
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underlying factors in the leader’s 
behavior, and leadership functions. 
Those three influence the human 
climate, and in addition they influ- 
ence each other as well as influence 
delegating. 


Management Objectives and 
Underlying Factors in Manage- 
ment Behavior 


Management which 
are being stressed in actual opera- 
tions, and which would presumably 
make the climate favorable for 
delegating are: Communicating 
keeping workers informed; de- 
cision-making—-having workers 
take part in discussions on job 
problems; and co-operation—team- 
work rather than a system of star 
players. 

Underlying factors in the leaders’ 
make-ups tend to make a boss em- 
phasize, usually unwittingly, cer- 
tain behavior which affects dele- 
gating. One boss, for instance, may 
have a marked streak of secrecy, 
Which makes it difficult for him to 
achieve the objective of communi- 
cating. Another may do all the 
decision-making himself, purely be- 
cause it is his nature to dominate 
a situation. 

What are the bedrock factors 
inside leaders? Some 150 things 
leaders did in trying to get things 
done through have been 
probed to get an answer. These 
researches have been made mostly 
by Dr. Edwin A. Fleishman and 
associates, of the Personnel Re 
search Board at the Ohio State 
University. They used mathemati- 
cal methods of factor analysis to 
get at the underlying factors which 
would account for the techniques an 
individual emphasized in his man- 
agerial behavior. 

The 150 different techniques the 
bosses used in handling workers 
were largely the expressions of only 
four underlying factors in_ their 
make-ups: 


objectives 


others 


(C‘onsideration 
“Our boss is careful not to hurt 
our feelings.” 
“He shows he is pleased when I do 
a vood job.” 
“He does not insist that everything 
be done his way.’ 


Initiating Structiure 


He keeps us informed about com- 
pany rules and policies.’ 

“He stresses that we should keep 
ahead of other work crews.” 

Ife sometimes asks us to put up 
with unpleasant things for the 
good of the department 


Production Emphasis 


A minor factor, and closely related 
to Initiating Structure 
Social Sensitivity: 

A minor factor, and closely related 

to Consideration 

Leaders usually tend to be high 
in one or two of these factors, but 
medium or even low in others. 
Their “style” of handling people, 
or philosophy of leadership, reflects 
the high or low points in those 
two basic and two minor underlying 
factors. 

Henry Ford, for instance, was 
probably low in Consideration and 
in Social Sensitivity, but high in 
Production Emphasis. Mr. Carnegie 
was probably high in all four 
factors, 

There are many instances which 
strongly suggest that the human 
climate in any enterprise is deter- 
mined by the top man’s ranking 
in those four factors. That is one 
reason why the most successful 
programs to improve delegation 
have been those which were started 
at the top. It is also a reason why 
it often takes a new chief execu- 
tive three to five years to bring 
about a change to the kind of 
climate which prepares the way 
for delegating. It took Mr. Sloan, 
with no precedents to guide him, 
20 years; nowadays it can be done 
quicker. 


Leadership Functions 


For success in delegating, it is 
also useful to bear in mind the 
leader's basic functions, These func- 
tions have been uncovered by recent 
researches by industrial psychol- 
ogists and social psychologists, and 
are expressions of the relationships 
between leader and follower, rathe: 
than of any superman traits of the 
leader. These functions can be sum- 
marized as: 

Set work goals with the group. 
Help them reach the goals. 
Co-ordinate the workers. 
Help each individual to fit into 
the work group. 

Work for the success of the 
group rather than one’s own 
record. 


6. ‘“‘Humanness’’—-consideration 


These basic functions overlap, or 
are woven into, the objectives of 
Communicating, Decision-making, 
and Co-operation. Successful per- 
forming of those functions also 
depends upon the leader's under- 
lying factors, 

Setting work goals with the 
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group, for example, probably over- 
laps the objective of taking part in 
Decision-making. Helping them 
reach the goals overlaps, or depends 
upon, the underlying amount of 
Initiating Structure in the leader's 
behavior. Helping them fit into the 
work group involves Social Sensi- 
tivity and Consideration. 

We thus see why successful dele 
gating requires more than follow- 
ing a few rules on “How to Dele- 
gate.”’ The rules have to be adapted 
to the total situation, or human 
climate, Often the climate has to be 
changed before the boss can succeed 
in getting others to help him carry 
the load, And often the boss has to 
change the underlying factors ex 
pressed in his managerial behavior 

Delegating is not a streamlined 
gadget one can put on top of the 
desk, wind it up every Monday 
morning, and then forget until the 
next Monday. It is a pattern of 
human relationships that is woven 
into the executive's hour-by-hour 
activities and decisions, 
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Controlling Office Supplies 


(Continued from page 13) 


in small quantities so the branch 
office has no storage problem. We 
keep the warehouse inventories at 
a working minimum, and when an 
item becomes obsolete, we're glad 
that the field does not also buy it, 
because it might be loaded with it. 
The more places an item is stored, 
the greater the potential loss.” 

The central warehouse keeps a 
supply of desks, standard chairs, 
typewriters, and so forth so that 
Allstate can furnish a sales office 
in a hurry whenever it finds a 
suitable location. However, the 
company decentralized part of its 
furniture and equipment buying 
about five years ago, Purchases 
made exclusively for one office in 
the field were logical items for 
that office to buy for itself, but 
from sources established by the 
home office. Recently, supplies 
that can be bought without train- 
ing in purchasing —-rubber stamps, 
business cards, tabulating cards, 
light fixture lamps, and so forth 
were also decentralized to reduce 
the load on the home office pur- 
chasing department. 


Ilinois Bell's Stationery 
Committee 


Economy and efficiency in pur- 
chasing also go hand in hand at 
Illinois Bell Telephone Company, 
which operates in some 360 Illinois 
communities and two counties in 
Indiana. Western Electric Com- 
pany the purchasing, manufac- 
turing, and distributing arm for 
the Bell System—-procures the of 
fice supplies, chiefly on a contract 
basis from thousands of suppliers, 
and stores them. 

In a year, IBT spends $1,750,000 
on supplies. Its 42,000 workers 
use 25 million envelopes, 10 mil- 
lion forms, 250,000 letterheads, 
50 million paper clips, 20,000 ball- 
point pens, 50,000 pencils, and 
1,000 quarts of ink annually. Most 
expensive item in stock is a three- 
pocket leather brief case; most ex- 
pensive in quantity used is mimeo- 
graph paper. 

Illinois Bell's stationery commit- 
tee, with representatives from all 
departments, has the authority to 
stock, revise, or discontinue items 
or forms, with the approval of the 
department involved. Each month, 
this committee meets with WE 


stock maintenance people to re- 
view stock conditions, submit re- 
quirements for new items, and 
so on, 

Field order their sup- 
plies on a monthly basis from 
Western Electric to reduce han- 
dling, packing, and delivery ex- 
pense, Each office or division keeps 
its own supply room or cabinets 
big enough to hold a month’s re- 
quirements. Control and disburse- 
ment of such items are left to the 
local supervisor, “‘which seems t 
prove very profitable,” according 
to a company spokesman, 


forces 


How Liquid Carbonic Handles 
Supplies 


W. C. Hunt, supervisor of the 
stationery and mailing department 
reported on Liquid Carbonic Cor- 
poration’s system for purchasing 
and storing office needs. Twenty 
12-foot bins hold forms, form 
books, stationery, envelopes, ad- 
vertising material, and so forth 
Each item is numbered and identi- 
fied by a tag on the shelf. The tag 
tells ‘amount to order” and “orde: 
point.” 

When stock reaches the orde! 
point, the tag is pulled and three 
copies of the form are given to the 
supervisor. He fills a “want slip 
and sends it, with the three copies 
of the form, to the purchasing de- 
partment. After getting competi 
tive bids, the purchasing depart- 
ment places the order and sends a 
copy to the stationery department 
Delivered supplies are checked in 
by the receiving department and 
sent to the stationery department 
which rechecks and shelves the 
supplies and marks the identifica- 
tion tag accordingly. 

Each department 
supplies on a stationery requisi 
tion, typed by the person respon- 
sible for its supplies. The branch 
office manager or department head 
signs the requisition and forwards 
it to the stationery department 
The stock clerk fills requisitions 
for main office departments and 
delivers them on Wednesdays 
Branch requirements-——carbon pa- 
per, folders, pencils, clips, erasers 
forms that do not show a branch 
address—are packed and shipped 
each day. 

For forms that show the branch 


requisitions 
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address, each branch lists its ex 
pected needs for six months on a 
“semiannual report of stationery” 
card in April and October, and re- 
turns it to the stationery depart 
ment. The quantities are tabu 
lated, and want slips are sent to 
the purchasing department to 
order the forms, Suppliers ship en- 
velopes, shipping tags, express and 
parcel post labels, and so forth 
directly to each branch 


Upjohn Company's Central 


Storeroom 


Some time ago, The Upjohn 
Company, Kalamazoo, Mich., 
solved several problems by moving 
its office supply room into a larger, 
more central area, The results are 
faster service, better over-all ef 
ficiency, quantity discounts from 
consolidated buying, and elimina 
tion of separate storage areas in 
each department 

The storeroom contains every- 
thing from “the lowly rubber 
band and paper clip to safe, silent, 
rubberized doorknob cushions to 
avoid static electricity shocks,” In 
a year, Upjohn uses 15,000 wooden 
pencils, 1,000 standard three-ring 
binders, 20,000 typewriter ribbons 
and four tons of white paper. 


Purchasing System at Egry 
Register 


An Acme visible record system 
forms the basis of stock control by 
The Egry Register Company. Items 
are carried on individual stock 
record cards, grouped by account 
numbers to help the cost depart 
ment distribute the cost each 
month for accounting purposes, 

Iegry keeps a minimum balance 
on each item. When this point is 
reached, the stock-record clerk 
puts a red signal on the card to 
tell the stockkeeper to re-order, He 
prepares a purchase requisition 
stating quantity, description, and 
delivery date for each item. The 
quantity ordered depends upon 
usage, price, breakdown, and de 
livery schedule 

From this requisition, the pur 
chasing department writes the 
order on a two-part, six-page form 
and sends the original copy to the 
vendor, The department files the 
second copy alphabetically by sup- 
plier, and the third copy by pur- 
chase order number for handy 
cross reference, 

The receiving department files 
the second three-page section al- 
phabetically by vendor. When sup 


40 


plies are received, this department 
pulls the receiving report from its 
file, fills in the quantity received 
date, signature, and any pertinent 
remarks, 

Then the cost department gets 
the top copy of this set and holds 
it until the received 
from the purchasing department 
On receipt of the invoice, the cost 
department posts the proper stock- 


Invoice 1s 


record card, stating the date re- 
quantity, purchase-orde1 
number, and cost. The second, or 
audit, copy is sent to the purchas- 
ing department which removes its 
copy from the open file to com- 
plete its records. The third copy is 
filed alphabetically in the receiv- 
ing department for reference. 

If a partial shipment is received, 
the receiving department prepares 
a black receiving report, Form 
745A. The original receiving report 
is pulled from the alphabetical file, 
so that the pertinent information 
can be copied on this form, The 
quantity and date received is posted 
to the original report, which is 
returned to file. Copies of Form 
745A are distributed the same way 
as copies of the purchase order. 
When the last shipment on a pur- 
chase order is made, the original 
receiving report is then complete 
and is distributed. 


ceived, 


How Prudential Fills Requisitions 


The Prudential Insurance Com 
pany of America employs 136 
people in the supply division at 
Newark, N. J., which serves seven 
regional offices (including one in 
Toronto) and 1,400 field agencies. 
(Regional offices purchase some 
materials directly.) S. Westcott 
Toole, vice-president, described the 
procedure: 

Ordering offices mail requisitions 
at regular intervals -from one to 
five weeks. Most items are picked 
from stock, which occupies 133,000 
square feet of space, Stationery 
items bearing an office address are 
ordered as requested from the 
printing plant or through the pur- 
chasing department from outside 
manufacturers. The printing plant 
produces 70 per cent of the forms 
used. 

Packed in corrugated cartons, 
consignments are shipped by 
freight, express, or mail to field 
and regional offices. Supplies or 
dered by the 15,000 employees in 
Newark are taken by truck to the 
home office four blocks away. Sup 
ply division personnel deliver these 
items to office areas. 

Prudential stocks 12,500 supply 


items. In a year, the division filled 
15,000 scheduled requisitions and 
about 6,500 special requests, dis- 
tributing 9 million pieces of sta- 
tionery and_ supplies. (Special 
needs are requisitioned by phone, 
telegram, letter, or special form.) 
Branches received shipments total- 
ing 3,000 tons; trucks delivered 
2,400 tons of supplies to the home 
office 


Bell & Howell's Hints for 
Economy 


Bell & Howell spends more than 
$200,000 annually for stationery 
and supplies used by its 3,800 em- 
ployees. In 12 months, the com- 
pany uses 500,000 letterheads of 
seven types and 1,200,000 enve- 
lopes of 16 varieties. Bell & Howell 
prints from 10 to 15 percent of the 
700 different kinds of forms 
needed, 

S. W. Knabe, general purchasing 
agent, offered six hints on wise 
purchasing: 


1. Estimate annual requirements. 
“We estimate our annual needs, 
taking added sales and personnel 
into consideration. These require- 
ments are grouped to fit their 
availability from our suppliers.” 

2. Competitive bidding. “We 
send a list of our annual require- 
ments to from three to six vendors 
for bids, with samples when neces- 
sary. We set a time limit for re- 
ceiving bids, and ask for prices 
and samples of alternative items 
with lower costs, in addition to the 
items listed.”’ 


3. Negotiation. ‘‘We analyze all 
quotes and consider the alternative 
suggestions. Then we negotiate 
with the top vendors until we de 
cide on all items.” 


1. Blanket orders. ‘‘After select 
ing a vendor, we issue a blanket 
order for our annual needs, sub 
ject to special terms and condi 
tions regarding price’ revision 
quantities to be released, and the 
amount of stock the vendor should 
hold for immediate delivery when 
requested.” 

5. Releases against blanket or- 
ders. ‘“‘These releases are made via 
a special form.” 


6. Cost reduction dockets, “Buy 
ers must submit dockets for every 
cost reduction they _ achieve 
(Blanket have’ effected 
many savings in cost.) The num 
ber and amount of cost reductions 
buyers make help us considerably 
in rating their effectiveness.” 


orders 
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sands of individual records. Let the 
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Women’s Employment at 
All-Time High in 1956 


Women workers formed almost 
a third of the 67.5 million persons 
in the Nation’s working popula- 
tion this past year. 

“A combination of factors made 
1956 an outstanding year for 
America’s women workers. The 
favorable climate en 
abled them to achieve an all-time 
high in employment, averaging al 
most 21 million for the year,” said 
Alice K. Leopold, assistant to the 
Secretary of Labor for women's 
affairs. Mrs. Leopold based her 
statement on the 1956 Handbook 
on Women Workers and on recent 
eensus reports. 

The average ave of women 
she pointed out, has been 


economic 


workers, 
rising steadily since the turn o1 
the century. Then, it was 26 years 
of age, Today, it is almost 40 
years, 

In office occupations, weekly 
earnings reported for women 
showed the highest salaries going 
to secretaries and class A account- 
ing clerks. In cities of over a mil- 
lion population, high averages for 
the former were $81; for the lat 
ter, $78. 

The trend today, the Women's 
Handbook stated, is for both hus 
band and wife to work at least 
for a while after marriage. Work 
ing wives and there are slightly 
more than 10 million of them ae- 
count for about half of the total 
number of women workers. 

Further indication of women’s 
responsibilities, Mrs. Leopold said, 
is the fact that they are the heads 
of households in some five million 
families about a tenth of the 
total in the United States. Nearly 
half of these women were in the 
labor forces, and a fifth were the 
only wage earners in the family. 

The women who were the heads 
of their families were a somewhat 
older group than the other women 
workers, about 60 percent of them 
being 45 years of age or. over. 
Widows, who constituted more 
than half of the group, were nu 
merically predominant, 


Stockholders Receive 
Increased Attention 


Highlights of a study on “Build- 


ing Investor Relations’ disclose 
trends in the corporate handling of 


stockholder relations. 


teleased by The Public Opinion 
Index for Industry, the study re- 
ports that 64 percent of all com- 
panies are “giving more attention 
to stockholder and financial rela- 
tions than in previous years.” 

In looking to the future, 50 per- 
cent of these companies “expect 
the amount of money spent on 
stockholder relations to increase.” 
None feels that money spent to 
reach stockholders will decrease 

“A major force behind this trend 
toward greater initiative by cor 
porations,” says the Index, “is the 
marked expansion in the size of 
the share-owning public. Stock- 
holders desire to be in on what the 
company is doing. If manage- 
ment’s goal is realized, additional 
millions of average Americans will 
join the share-owning ranks. Un- 
derlying management’s drive to- 
ward closer relations with stock- 
holders and financial people is one 
central objective confi- 
dence and support.” 


yreater 


GM Employees Receive 
$3 Million for Ideas 


General Motors employees col- 
lected more than $3 million last 
year by suggesting ways to better 
their jobs and improve GM's 
operations, 

Suggestions submitted by eli- 
gible employees in the United 
States and Canada totaled 234,796, 
of which 55,338 were adopted. 

The suggestions deal with many 
different subjects, including ideas 
to improve safety and working 
conditions, to improve quality, o1 
to save time and material. 

In 1956, maximum awards of 
$2,500 each were granted for 132 
ideas, and 391 suggestions resulted 
in awards of $1,000 or more. Total 
payments to employees amounted 
to $3,079,571. 

The awards in 1956 also pushed 
the total of GM Employee Sugges- 
tion Plan payments since 1942 to 
over $20 million, Louis G. Seaton, 
vice-president in charge of the per- 
sonnel staff, said. 

Typical of the suggestions that 
are accepted is a device worked 
out by a_stockkeeper of GMC 
Truck and Coach Division. He de- 
signed a simple caliper for meas- 
uring the cubic content of stand- 
ard part bins. Described as “half 
ice tong and half compass,” the de- 
vice eliminated the need for a 
hand or weight count during in- 
ventory periods. For his idea he 
received $900. 


A girl at AC Spark Plug Divi- 
sion found it difficult to install 
gaskets by hand in ordnance gauge 
cases. She brought a cooky cutter 
from home, used it in installing 
gaskets, and received $675 for this 
idea. 


Western Union Reduces 
Costs by Microfilming 


Microfilm is now cutting clerical 
and billing costs at Western Union 
while improving good 
will. 

Formerly, the telegraph com- 
pany retained all telegrams in its 
files for six months to meet regu- 
latory requirements, and also for 
use in preparing monthly state- 
ments. This caused a huge storage 
problem. 

While searching for a_ solution 
to the problem, the company dis- 
covered that a microfilm copy of 
each telegram would meet all re- 
quirements. Western Union de- 
cided to install the Reliant Micro- 
filmer, manufactured by the Re- 
cordak Corporation, in many key 
offices, 

With microfilm billing, the mes- 
sages (sorted alphabetically and 
chronologically by customer) go to 
the billing clerk along with pre- 
addressed statement sheets. She 
simply drops each telegram into 
the microfilmer feeder and posts 
the charge on the statement form. 
Then the telegrams are mailed to 
the customer along with his ab- 
breviated statement. 

Customers receive the original 
messages with the complete text, 
and can easily check the charges 
and allocate them to the proper 
department. Further, they have a 
choice of destroying the telegrams 
or incorporating them into the 
proper correspondence file as proof 
that the message was sent, a pre- 
caution which might well be im- 
portant to a_ specific contractual 
agreement. And if there is still 
some question, Western Union of- 
fices have a_ microfilm viewer 
which permits quick examination 
of any message desired. 

For Western Union, the elimina- 
tion of descriptive billing means 
as high as a 50 percent saving in 
billing time. A clerk formerly able 
to bill only one cycle a day now 
frequently bills two. 

Previously, some customers re- 
quested that telegrams be sent to 
them for checking. The refiling of 
these telegrams in the Rochester, 
N. Y., office, for example, con- 


customer! 
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sumed about 25 hours each month. 
This operation is now completely 
eliminated. 

Another saving is in filing cabi- 
nets and floor space. The micro- 
filmer photographs 14,000 tele- 
grams and statements—-equal to a 
stack of telegrams 10 feet high 
yn a single small 100-foot roll of 
16mm. film. 


When Profit Starts, 
Day Is Almost Over 


How much of a company’s work- 
ing day goes to profits? Is it a 
quarter? A half? Three quarters? 

Ek. S. Higginbotham, president of 
Tokheim Corporation, writes in 
his company’s magazine, Progress 
Vews: 

“The working day of the average 
manufacturing company is mainly 
spent paying off the costs of doing 
business, with only about 19 
minutes left in which to earn a 
profit. 

“In a normal working day of 
eight hours, 1914 minutes amount 
to a pretty small part. It is close 
to §6©quitting time before’ these 
minutes for profit’ arrive in the 
average manufacturing company. 

“Only about half of the 191, 
minutes result in dividends for the 
stockholders who have invested 
their money to make the company 
possible in the first place. The rest 
of the profit minutes go to provide 
funds marked ‘surplus,’ but which 
really aren’t surplus at all-—they 
provide the means to re-invest in 
the business and keep the company 
up to date and competitive. 

“What happens to the rest of the 
eight hours? Almost four hours 
are needed to pay for the materials 
and supplies needed in manufas 
turing activities. If the working 
day begins at 7 a.m., as it does at 
Tokheim, paying for materials and 
supplies takes the time up to close 
to 11 a.m, Disregarding the paid 
lunch period at Tokheim, the time 
needed to pay wages and salaries 
takes more than another two and 
one-half hours, bringing the clock 
up to around 1:30 p.m. Paying 
State, Federal, and local taxes ad- 
vances the clock up to around 2 
p.m., followed by the cost of over- 
head and selling, which advances 
the clock past the 2:40 p.m. mark. 

“The rest of the working day 

until the quitting whistle blows 
at 3 p.m.—is the time in which 
profit is made, earnings from 
which stockholders are paid divi- 
dends and something set aside for 
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These latter funds 
possible 


a ‘rainy day 
are reserved to meet 
emergencies and to buy new ma 
buildings without 
today Ss 
would 


chinery§ and 

which any business in 
highly world 
soon be obsolete and out of the 


competitive 


running 
“It is surprising, in these time 
of rapid and thorough communica 
tions and a public which is the best 
informed generation in the history 
of the world, that so much misin 
formation is abroad concerning the 
profits of manufacturing indu 
tries, The foregoing fact reflect 
the profit 
majority of 


pl ture of he preat 
manufacturing com 
country the su 
Without these few 
minutes for profit, no Company can 


panies in our 


cessful ones 


continue to function and furnish 


jobs for it 


employee 
} 


lonized Air Replaces 
Speaker Diaphragms 


Ionized all Is now replac nip 
diaphragms in loud-speakers, The 
device which utilizes the ionized 
air, the “Ionovac,” i 
initially to the high-fidelity mar 
ket as a loudspeaker for 


being offered 


record 
players and radios. But it can also 
be applied as a generator of ultra 
sonic wave for use by a wide 
variety of industri 

Heart of the new invention is a 
small open-ended quartz cell the 
shell. Air i 


which nat 


size of a peanut 
cupped in a chamber 
rows down to an aperture about 
the size of an automatic pencil 
lead. Within this small space, ait 
molecules are bombarded with a 
high-frequency, high-voltage cur 
rent which literally bat 


of electrons out of their 


millior 
atom 
orbits 
The 


f cloud 
which glows w ‘ iolet hue, j 


ionized 
similar in electrical nature to the 
ionosphere the 
to 250 miles abi 
face which reflect 
Once aglow, the 
tions in place 
diaphragm 

The device 
the DuKane 
Charles, Il 

In explaining the Ionovac, Wil 
liam Torn nior ‘ngineer 
charge of it d ‘lopment 
“Tonized particl 
to an intense pecome 
highly agitated. Wher change 
the strength of the field, we al 


change the breadth of the « cilla 


tions of each of the particles, Each 
Variation causes an expansion of 
the ‘cloud,’ followed by a contrac 
tion thereby producing sound 
waves in any strength, form, and 
frequency needed.”’ 

Primarily, the Ionovac was de 
veloped as a variable generator of 
both audible and ultrasonic waves 
from a thousand cycles to a million 
cycles, In the past year or two, the 
higher frequencies have been put 
to use by a wide variety of indus 
tries. Silent sound is now available 
for removing particles from indu: 
trial parts, including radioactive 
surgical in 
bonding 
hard-to-weld metals, and = similar 
ipplications 

According to Mr. Torn, in all of 
these applications the Ionovac ha 


materials cleaning 


truments aging wine 


the advantage of producing any de 
red silent sound frequency from 
a single electronic circuit, Present 
producers have 


ultrasonic wave 


only a single frequency, and this 
limitation requires a new instru 


ment for every different task 


Few Companies Measure 
Clerical Efficiency 


No attempt to measure the work 
of clerical employees is made in 
three out of four Companies, a sur 
vey finds. Seventy-six percent of 
the 5,000 companies sampled by 
the National Office Manayvement 
Association answered “No” to the 
question: “Do you use any type 
of clerical work measurement?” 

The basic 
ollice management, 
the A 


ple yor do 


problem of operating 
according to 
ociation, is to see that em 
an acceptable or out 
tanding job at lowest possible 
cost Work measurement is a 
means of determining the relative 
efficiency of the clerical oflice 
worker by comparative analysis of 
uch things as 
l. Variation in volume of work 
ne employee to another do 
ame job, or from one 
another for an individual 
nploy 
2. The length of time and num 


ber of people it will take to do a 


yee 


projected office job whether the 
ob has been done before or not 

$. The improvement or loss of 
clerical time and quality of work 
re ilting from a change of method 

Whi unit) output of a produs 
fairly 
attempt! te 


tior yorker in a plant i 
determine 
efficiency of the 


imple to 


establish ine 





clerical worker have lagged be 
cause of the difficulty, complica 
tion, and expense of measuring 
clerical office job functions. 

Clerical work measurement, the 
urvey finds, increases in direct 
proportion to company size: Fifty 
nine percent of companies with 
over 5,000 office employees use 
some type of work measurement 
and only 13 percent of the com 
panies employing one to 10 office 
workers do so 

Larger companies have an ad 
vantage which explains their more 
extensive use of work measure- 
ment: Their office 


more specialized and stay on one 


type of work, so that work volume 


measured more 
Then, too, the task of measure 
worker productivity i: 
spread over a larger number of 


workers, and can be done at a 


can be easily 


ment of 


lower per capita cost. 

Size of companies included in 
this survey ranged 
having from one to over 5,000 em- 
ployees in the office. Almost half 
of the companies surveyed, how 
ever, employed 11 to 100° office 
workers 


Processing Machines 


Are Explained 


Controls 


Commercial Corpora 
tion, in co-operation with its parent 
company, the Friden Calculating 
Machine Company, has set up a 
training program in the operation 
and application of both companies’ 
Other types of allied 
business equipment and supplies 


products 


are also explained 
The new | training 

Rochester, N. Y., has accommoda 

tions for all the machines necessary 


center al 


to carry out typical business forms 
With actual 
purchase orders, in 
tabulating 
trainees 


processing problems 
sales orders, 
voices, and cards at 
their disposal, 
each machine involved in an office 


operate 


system, 

For instance, the sales students 
work out order entry applications 
Using an automatic writing ma 
chine, they set up orders with all 
of the constant data being written 
automatically from tape. As a re 
sult of these writings, and at the 
typed, bs 
tapes are 


same time they are 
product punched paper 
created, with complete or selected 
data. The tapes are then used to 
actuate other Flexowriters or al 
lied equipment, such as tape trans 
mitters, tape-to-card punches, ad 


44 


workers are 


from those 


dress-plate embossers, and other 
tape-operated machines 

Visual aids, such as huge flow 
charts that give step-by-step il 
lustrations, are used extensively 
and emphasis is also placed on 
full-length 


colored 


sound movies and 
35mm. _ slides’ to 
products and systems applications. 


« 


Sales trainees also study case his- 


teach 


tories, During the course, students 
literature which they 


can use later for reference for field 


are given 


presentations to methods and sys- 
tems executives 
Numerous tests and critiques are 


given throughout the course. The 


trainees hear lectures on advertis- 
ing and sales promotion, costs, po 
tential markets, and sales policies. 
At the conclusion of three weeks’ 
intensive training and before re- 
turning to their branch or agency 
offices, they attend graduation ex- 
ercises where they are presented 
with diplomas 

The business systems and data 
processing courses are directed by 
Hf. J. Lindsay, advertising and 
sales promotion manager of Com 
mercial Controls Corporation. The 
general course of training runs for 
three weeks. Special courses on 
particular phases are conducted in 
one-week programs. Plans are un 
der way for conducting customer 
chools and refresher courses 


New Device Aids Voices 
To Rise Above Static 


An improved electronic 
has been developed to automatical 
ly select the human voice from 
any background noise. It thus pet 


‘ear”’ 


mits telephone conversations to 
ride above unavoidable line static 
the Federal Telecommunication 
Laboratories points out. 

The Laboratories, a division of 
Telephone & Tele 
developed the voice 
which com 


International 
graph Corp 
saving “compandor” 
presses the volume range of the 
syllables for transmis 
sion and raises them above the 


speaker's 


level of the background noise, For 
reception the noise between syl- 
lables is eliminated and the origi 
nal volume range of the speaker's 
voice is restored. The system name 
is derived from the “compressor 
and “expandor” functions of the 
equipment 

The compandor eliminates the 
masking of low-volume consonant 
sounds by the circuit noise, pet 
mitting the listener to distinguish 


clearly between words having 


similar sounding vowel patterns 

By improving the effective sig- 
nal-to-noise ratio, the compandor 
permits the use of direct wire and 
radio links that would not other- 
wise have the desired transmission 
qualities, 


Stock Investment Plan 
Tops $50 Million 


The New York Stock Exchange 
recently marked the third birth- 
day of the Monthly Investment 
Plan--a $50 million youngster. 

The Monthly Investment Plan, o1 
MIP as it is popularly known, was 
introduced to the public by mem- 
ber firms of the Exchange three 
years ago as a way of investing 
out of income in some 1,200 stocks. 

A total of $51,700,000 already 
has been invested through the 
plan, and new participants are be 
ing started at the rate of 160 a 
day. Investments of $40 a month 
or even $40 a quarter, may be 
made through MIP. Plans now in 
effect total 57,000; of which 
28,600 are monthly and 28,400 are 
quarterly. The number of membe: 
firms of the Exchange actively 
participating in the plan has in 
creased more than fourfold. 

Since MIP was _ started three 
years ago, a total of 1,293,000 
shares of stock has been pur- 
chased. Over 80 percent of the 
plans in effect call for the auto- 
matic reinvestment of dividends 

The most popular issues among 
MIP investors are: General Elec 
tric Co., General Motors Corp., The 
Dow Chemical Co., Standard Oil 
Co. (N. J.), and Sperry Rand 
Corp. Others are Radio Corp. of 
America, American Telephone & 
Telegraph Company, Tri-Continen 
tal Corp., American Airlines, In¢ 
and FE. I. du Pont de Nemours & 
Co., Inc. 

On a price basis, MIP investor 
favored issues selling at $50.00 to 
$59.99 a share 
$40.00 to $49.99 were rated second 
and those selling at $20.00 to 
$29.99 ranked third 

On an industry basis, MIP inves 


Shares priced at 


tors showed a_ preference [01 
chemical stocks, followed by pe 
troleum and natural gas issues and 
utilities 

A study of the 
ance of the 50 most popular stock 
from the start of MIP in 1954 t 
date showed 48 stocks registered 


price perform 


price gains, ranging from 1.4 per 
cent for Westinghouse Electric t 
139 percent for Reynolds Metals 
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AB Wotes 


(Clontinned from page 5 


dent of Underwood Corporation, 
says it’s ready. The Elecom 125 
System consists of the Elecom File 
Processor and the Elecom Ele 
tronic Computer. The setup costs 
approximately $350,000. You saw 
it in action if, by chance, you 
watched ABC's election night 
coverage last November 


The Installation of photographi: 
composition is a promising devel 
opment at The Baltimore Business 
Forms Company By using the 
photographic process of setting up 
type, the 
wider variety of type faces and 
supply forms with perfect rulings 
the president of the firm, Talbot T 
Speer, says. Photographic compo- 
sition will permit the company to 
make printing plates without 
heavy investments in hot metal 
type, and without keeping metal 
tied up in standing forms, and 
without eventually melting the 
metal down again. Now geared to 


company can offer a 


automation, the 
working with inks which are con 
ductive to electricity inks which 


company 1s also 


will “co-operate” with electri 


circults, 


Grand Union Company annually 
holds a Clerk’s Day during which 
clerks, elected by other employees 
manage the company for a day 
Twenty-two are selected by ballot 
to replace the company’s eight ex 
ecutive officers and 14 department 
heads. This January was the 
eventh time the event took place 
In field stores, the clerk receiving 
the highest number of votes man 
ages the store for a day. Forme: 
ly, January was Clerk’s Month at 
Grand Union, but this year it was 
decided to spread the other activi 
ties over the whole year. 


The Guided Self-Development 
of Engineers” is the subject of an 
eight-page reprint available from 
Allis-Chalmers Manufacturing 
Company, Industrial Press, Mil 
waukee 1, Wis. The reprint shows 
how the program helps the en 
gineering graduate find his place 
in industry and how it augments 
his academic training. It's a good 
recruiting piece. Many young 
graduates don’t feel their educa 
tions are completed when they get 
their diplomas. 
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CUT COSTS WITH 


DARTNELL FORMS 


SAVE TIME AND MONEY 


SALESMAN’S APPLICATION BLANK—Used by more than 3,000 
concerns to find weak points in applicants for positions as sales 
men. A four-page form embodying the best features of many forms, 


by 11 inches. 


Other Dartnell forms are: 
Account Forms; Automobile Expense 


General Application Blanks; Expense 


sooks; Auto Expense Blanks; 


Salesmen’s Reference Forms 
=» 8 « 
Write for FREE Samples 


THE DARTNELL CORPORATION 
PUBLISHER 


4660 Ravenswood Ave., Chicago 40, Illinois 
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TI remarkable 


development in “‘of 
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“PRINTED 
Corre 


printing’ combine 
simplicity of the 

dup! cator A, tr 

and quality of the mod 
printing press. Gestetne 
is amazingly print-like 
making possible undrean 
in the production of your own forms, 
price-lists, bulletins anc ll 
catalog page 


ed of economic 


° , , 
, loo color change 


always ready for ir I ‘ 


in operation. A Gestetner costs no more than 


e | " 
pot y 


an ordinary duplicator 
NO CANS...NO PADS...NO BRUSHES SINCE 1881 
T THE WORLD'S FIRST AND FOREMOST MANU. 
FACTURER OF DUPLICATING EQUIPMENT 
Inventora of the dual-cylinder, 
paste-ink, ailk-acreen process 
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216 Lake Avenue, Dept. 147, Yonkers, N.Y 


| 
| ‘ send dearriptive literature and apecimens 
| j Pp 


| NAME 
| COMPANY 
j Adoness 


| city 





New Privacy for Inter- 


Office Telephones 


NOW a BusilLight signal lights up on 
the base of an interoffice telephone 
whenever a telephone on the system 
is put into use. This is part of a 
low-cost line of two- to 10-station in 
teroflice telephone systems called 
Direct-A-Call. The telephone can_ be 
mounted on the top or side of a desk 
without any alterations. Connecticut 
Telephone & Electric 
Meriden, Conn 


Corporation 


Master Patches for 
Speedy Billing 


ALL, along the way, you'll find the 
Master Patch will speed 
your office routine. With pressure 


Press-On 


sensitive backs for easy attachment 
to the corners of dger or record 
cards, these tiny masters can be used 
1) to 100 times over a period of years 
for imprinting name and address o1 
other repetitive data, Thus each rec 
ord card can imprint its own name 
and address on statements, collection 
billing, 
and so forth. A hinged paper flap 


covers the carbon area to prevent any 


notices direct mail pieces 


soiling of hands in handling. Maste: 
\ddresset Co 6500 W Lake St 
Minneapolis 26, Minn 


Dictating Machine Stand 


io 
DESIGNED especially to hold that 
ensitive instrument, your dictation 
machine, this Luxco stand has an ad 
hesive-backed metal top to hold the 
firmly in place —safe from 
sudden jolts 


device 
careles elbows ot 
sturdy wheels glide the stand into 
proper position effortlessly and silent 
ly. Ample storage space is provided 
for correspondence and supplies 


hadger Ine LaCrosse Wis 


Design-Coordinated Office 
Furniture and Accessories 
< 


NOW it is possible to achieve a cu 
tom-designed look in your office wit! 
out a decorator’s bill. Industrial De 
signer Ken White has assembled the 
nucleus of a growing “interrelated 
group of office furnishings and acces 
sories, assuring complete co-ordina 
tion of colors, materials, and finishes 
The desk and credenza are by Jaspe: 
Desk Co.; leather desk accessories by 
Sainberg & Co.; bookcase, table, and 
planter by Hale Industries; chairs are 
by Thomas Furniture Co.; and world 
globe is by Weber Costello Co. Ke: 
White Associates. P. 0. Box 209 
Westwood, N. J 


New Design and Colors for 
10-Key Adding Machine 


MODERNIZED styling and new color 
harmony make the new 600 Monroe 
adding machine an attractive addi 
tion to any office. The machine tfea- 
tures an open keyboard for faste 
“Velvet Touch” ac 
tion for easier operation, and a ce 


entry of figures 


vice which interlocks to prevent e1 
rors. The machine lists 11 and total 
12 columns of figures, and is available 
in either electric or hand model 
Monroe Calculating Machine Co., In 


Orange, N. J 


moNROoE 
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New Type-Composing Machine 
Has New Features 


<« 
THE VARI 


18 point 
copy for 
ing copy 
tabular ol 
ft a simple 
in half-point 

exactin ypographi requirement 
ire easily, Dp ned reverse-actiol 
mechanism oO pern feed-bactl 
ol paper to ! Sil | sition witli 
complete accurat ri per Cor 
por ition 


Newark 12 


New Machine Punches Cards Maw Metedels tes Portable Folding 


And Imprints Data Offset Plate Making Lectern 


NOW you can punch Keysort cards . . 

, oe i paver : INEXPENSIVI 
and imprint data on the card face at 

one and the same time. This not only 


trans tO NCE EXECUTIVES who must conduct pri 

ind public meetings in widely 
saves time, but eliminates copying 1 locations will enjoy the con 
errors and assures legibility of card of this new portable lectern 


face information. “Key-punch” type Is for instant use and fold 


re md carrying Detroit Le« 


equipment is used for data puncl 
Irv P.O) Rox 3735. Detroit 


plate punching. Standard Graphotype 

equipment is used for embossing fat 

When the data punch plates are pre ar ; 

pared, the new procedure can be put ori z caimnaie , be: ” - cane New Low-Cost Matrix 

immediately into effect, without any 

need to train personnel on the new 

operation. Data Processing Division ee lat : 

Royal McBee Corp 295 Madison ' . 7 ; ; bibs : ‘ large olume user, witl 

New York 17, N. Y ‘ ( nd oO ol wit I ! lo ingle photocopies rT] 
t Kposul ! new lower-cost matrix paper, Verifta 


Paper ( ha been intro 


For Photocopies 


Office Layout Flexible “re oe vce pogo thy ll m —o 
y cnil I on lap upplemen othe revi er 

With Movable Walls 0 © ca di te fan Matrix paper with it multipk 

ATTRACTIVE private offices, en . : linet ) s F a ih ; ecg ge ' modak ( 

closures, or department dividers are 

easily and quickly assembled wit 

Partitioners. These mobile walls come 

in a variety of colors and heights 

with different types of glass or other 

materials as inserts in place of the 

standard steel panels. Since the unit 

are free-standing, and do not have to 

be attached to the ceiling, any exist 

ing air-conditioning system, fluores 

cent lighting, or sprinkler system ca 

be completely utilized. Marnay Sale 

Division, Rockaway Metal Product 

Corp Inwood, N Y 


Converter Translates Data 
From Cards to Computer 


THE NEW ALWAC card converts 
automatically translates alphabetical! 
ly and decimally coded data record 
on cards into binary “language” ur 
derstood by the ALWAC electronic 
digital computer. This makes possibl 
the direct and automatic transfer 
data from cards to computer for pro¢ 
essing. The processed data can thet 
be recorded on cards or tape for pa 
roll personnel or sales record 
Logistics Research, Inc., 141 S. Pacific 
Ave., Redondo Beach, Calif 
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COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


THE 


COFFIELD 
EVERLASTING 


Interchangeable 
ORGANIZATION 
CHART 
EASY TO CHANGE — adi 


A typist, a typewriter and typing paper are all you 
need to keep your chart up to date, It's that simple! 


tm “_ _ __ 
* Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 
* Photographs for Sharp Prints 
* Invaluable as a Visual Training Aid 
+ All Parts Are Movable and Re-usable 
+ Solves Your Chart Problem Forever 


Write for Free Mlustrated Folder 
with Price Schedule No. AB- 4 


MANAGEMENT CONTROL CHARTS CO. 


1731 N. WELLS ST CHICAGO 14, ILL 





Baudlt-Ju POCKET 


carries |.D.P. Tape 
as part of your 


LITHOSTRIP 
«# LITHOSET 


POCKET FORM_ 


- _— 

Smart? You bet! Simple? Take a look! Per- 
fect transportation keeps your important 
LDP. tape sofe and permanently identi- 
fied in the “mother form” unit 

PREVENT lost, mis-filed or damaged tapes 
SAVE costly filing and finding time 

We'll make the pocket fit 1.0.P. TAPE or 
PUNCHED CARDS on the back of any 
copy in your Continuous or Unit Form sets 
FREE POCKET FORM SAMPLES ON REQUEST 


We engineer many types of office 
forms. CONSULT US 


BUSINESS 774 


The following literature is of special 
interest to executives active in busi 
ness management. It is current, and 
requests for this literature received 
several months after date of this 
issue may find supplies of the various 
booklets are completely exhausted 
Requests for these booklets may be 


sent direct to the companies listed 





PROGRE 
elopment 1 


ATOMIC 
ummarized accurately 
and uccinctly in “Moving Ahead 
With the Atom,” a.new 23-page bool 
let. Dr. Paul F 
the atomic energy division of The 
Chase Manhattan Bank and author ot 
the report ay “Tt is not at all im 
possible that all essel built after 
1960 will be nuclear-powered,” and 
Perhaps after 1975, all new electric 


energy ce 


Genachte, director oi 


capacity will be nuclear.” For a copy 
write The Chase Manhattan Banl 
Direct Mail Department, 44 Pine St 


New York 15, N. Y 


THE EXECUTIVE WHO keeps im 


portant papers and iluable at home 
Vil be interested in a colorful 12-page 
description of the Hercules line ol 
home vault To obtain information 
and a copy of the brochure write 


Meilink tee] ife 


Oakwood Ave ‘Toledo 6, Ohio 


Company 1672 


HOULD YOU BORROW money 

issue more stock when your corpora 
tion decide to expand? 
Debt and the Stockholder” shows “to 
which wa 
profitable kor a booklet 
Foster Amos Tucl 
school of Busine Administration 
Dartmouth College, Hanover, N. H 


“¢ ‘orporate 


i fraction of one percent 
! more 
write Dr. Loui 


THE EIGHTH 
ound film, tell the dramatic story 
of the development of the St. Law 


KA a color and 


rence Seaway. Walter Cronkite, popu 
lar American television commentator 
who narrate the 28 minute film 
takes iewers over its entire length 
from the Atlantic to the Great Lake 

The film is available through the 
nearest Caterpillar dealer or from th 
Advertising Department of the Cater 
pillar Tractor Co., Peoria, Ill 


APPLICATIONS AND uses for pres 
sure-sensitive tapes are described in 
a new three-page brochure. It illus 
trates in color how printed tapes are 
inexpensively used to identify stand 
ard stock items or even odd shaped 


Printed tapes are used as 
labels on products to instruct, pro 
mote, and to price. The brochure will 
be sent by Minnesota Mining & Manu 
facturing Co., Dept. L7-48, St. Paul 
Minnesota 


prodaue Ts 


AN EXPLANATION OF what goes 
on in a letter shop and the services 
offered there are found in “A Quick 
Trip Through Art Mimeo and Letter 
Service.” The 16-page booklet is avail 
able from Art Mimeo & Letter Serv 
ice, Inc., 187 La Salle St 
1, Illinois 


Chicago 


PLASTIC BINDING and ways to use 
it are described in a catalog that lists 
office 
can operate to bind material. Sales 


the equipment anyone in the 


reports, legal presentations, financial 
tatements, and office reports are a 
“Bound ro 


will be sent by 


few such uses, Copies of 
Make an Impression 
Cummins-Chicago Corporation, 4740 


Ravenswood Ave Chicago 40, Ill 


PLANNING AND PRODUCING film 
commercials is made easier with new 
four-panel Storyboard forms. Individ 
ual panels for video, animation and 
background, audio, and timing help 
to co-ordinate thought and idea 

The animation and background panel 
explains the action on screen and how 
For free tory 


tudo 


it is accomplished 
boards, write to Filmack 
Dept BB 1327 Wabasl Ave 
Chicago 5, Ill 


WAYS TO HANDLE expendable pal 
lets efficiently are described in an il 
lustrated chart. It includes money 
aving instructions for loading boxes 
on pallets, handling pallets by tork 
trucks and hand-pallet truck ind 
both truck and carloading method 
Che chart will be sent by the Signode 
Steel Strapping Company 2600 
Western Ave., Chicago 47, Il 


PRINTING COSTS CAN _ be 

rately computed by the business 

or his secretary, say the authors ot 
Your Printing Cost Are as Fol 
lows ' This 16-page booklet help 
to determine the cost of almost any 
printing job tor which the size, color 
or number of colors, and quantity are 
known, Copies may be purchased for 
$1 each from Regina Services Corp 


118 East 25th St.. New York 10.N.Y 


AN EXECUTIVE ASSISTANT who 
works directly with, rather than for 
an executive” is the way a new bro 
chure defines a secretary. The book 
let, “Calling Secreta 
ries,”’ is aimed primarily at providing 


Professional 


information about the secretarial pro 
fession. It is available from The Na 
tional Secretaries Assoc., 222 W. 11th 
St.. Kansas City, Mo., for five cents 


i copy 
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ZINC, its production and consump 
tion, is summarized in the booklet, “A 
Review of the Zinc Industry in the 
United States in 1956." Comprehen 
sive tables cover such topics as mine 
production, zinc uses by grades, and 
tariff rates. For a copy, write The 
American Zinc Institute, Inc., 60 | 
12nd St., New York 17, N. Y 


THE WIDENING SCOPE of micro 
film is told in “New Horizons With 
Microfilm.” This book details the 
Filmsort system for activating micro- 
film by mounting it in aperture cards 
or jackets; gives details of new tech 
niques for handling engineering draw 
ings, personnel and other office re« 
ords; and provides several pages of 
case-history reports. Copies are avail 
able from the Filmsort Division of 
Dexter Folder Co., Pearl River, N. Y 


PRACTICAL METHODS otf combat 
ing embezzlements of money, mer 

chandise, and other materials are 
described in a 32-page booklet, “km 
bezzlement Controls for Business En 
terprises.” A check list for determin 
ing the adequacy of a firm's embezzl 

ment controls is provided. To obtain 
a copy, write on a company letterhead 
to the Fidelity and Deposit Company 
2243 Fidelity Building, Baltimore 3 
Maryland 


INDUSTRIAL LIGHTING standards 
and important revisions in specifica 
tions on both incandescent and fluo 
rescent industrial lighting units are 
presented in the new edition of RIL.M 
Standard Specifications for Industrial 
Lighting Units, published by the RLM 
Standards Institute, 326 W. Madison 
St., Chicago 6, Ill 


FINDING THE RIGHT record is a 
easy as pushing a button with the 
Diebold Super Elevator File. When 
depressed, the latch-type button hold 
contact until the desired record tray 
reaches the correct working position 
Illustrated literature describing the 
advantages and economies of the file 
will be sent in response to letterhead 
requests addressed to Diebold, Ine 
Canton 2, Ohio 


SLIDING GLASS DOORS are tea 
tured in a catalog prepared especially 
for architectural use. Charts include 
dimensions of glass required for each 
door unit, suggested rough opening 
sizes, and shipping weights of the 
units. Catalogs may be obtained by 
writing Arcadia Metal Products, Ful 
lerton, Calif 


AUTOMATION RETAIL, 1957 
new folder describing merchandising 
problems. For a copy, write Sitka, 5é 
Kansas Ave., Kansas City 5, Kar 


March 1957 


Want a penny-pinching 
mailing scale? 


@ ih nn ived by this precision-built 
Pitney-Bowes scale on each day's mathing 
yuickly add up to doth ived 
Thi tthe model 4900, newest of PR's line of 
cales, ws just what ever 
small office needs. Its 
eviindrical computer 
curately and 
mount of 
rv needed trom 
ounce to | pound 
r all classes of maa 
Prevents loss of postape 
through overpayment 
ind loss of good will through underpayment, 
vith resulting “postage dues 


| arver models tor larger matlers. Ask your 
FREE: // 
is 


nearest PB oflice to demonstrate, or write tor 


illustrated booklet 


PITNEY-BOWES Pi Mailing Scales 
Pitney In K} Walnut St, Staml 


Vad ’ ’ the 7 ‘ meter 








To help your salesmen 


help themselves 


yi 


4 
& BY J. C. ASPLEY 

these seven manuals in 
to reach spot where your 
| have acce) to them your 
npany library, perhaps. This 
e in salesmanship is based 
field experience of top sales 


nners and the methods they are using 
Planning the Sale clear the hurdle of today’s highly con 


Getting Better interviews wtitive market 
Making the Presentation 

Disposing of Objections Seven manuals *¢ O00 
Closing the Sale in handy box ) 
Managing Your Time 
The Way to Leadership 


Will Be Sent on 
10-Day Approval 


Plue postage 





CLIP AND MAIL TODAY 


The Dartnel! Corporation 4669 Ravenswood Avenue 


Chicago 40, Illinois 


Mail a set of STRATEGY IN SELLING manuals to 


DARTNELL 


cAIr« n« 
SALES TRAINING AIDS Zone State 


(Please Print) 


CHICAGO 40, ILI 














we SHRED ALL 


WASTE PAPER SHREDDER 


Quickly shreds newspapers, magazines 
waste paper, tissue, cellophane, corru 
gated cartons, wax paper, etc., into uniform 
resilient strands ideal for packing pur 
poses. Especially adapted to shredding 
confidential records, blueprints, etc., per 
mitting the return of this high-grade paper 
to the paper mills, for re-use 


Compact, economical, safe. All revolving part» 


are covered, Instantly adjustable. Shreda 4” to 


%, liestaned for continuous and trouble-free 


service 


FREE TRIAL 


Operate a SHRED ALL 30 days. If 
not satisfied—return—owe nothing. 


UNIVERSAL SHREDDER COMPANY 
SAGINAW, MICHIGAN 








JUST PUBLISTIED 


ALL NEW MAIL ORDER 
1957 BUSINESS DIRECTORY 


The most complete list ever compiled of 
over 2.200 Mail Order firme in the U.S 
An indispensable tool for everyone pres 
ently selling of desirous of selling to 
Mail Oeder firme The directory lets 
company names, addresses, lines of mer 


ise desired, and names of buying 


' 
personnel $16 


ALSO AVAILABLE 
GUIDE TO AMERICAN DIRECTORIES 


The only complete up-to-date mailing list 
source directory ever published, Heating 
over 1,400 business directorios covering 
all ime ries, trades and professions 
bach listing gives name of publisher, ad 
dress, type and number of names in each 
directory, Many of the directories listed 
in the “Gutde can be obtained Free 


of Cheree $10 


DIRECTORY OF AMERICAN 
AUTO DEALERS 


Oinly complete up-to-date directory of 
America’s new car dealers, Over 10,000 
dealers listed showing types of cars 
handled by each. Published in t volumes 

over 700 pages. Complete set $75 


fil directories sold on a 


10-day money-back guarantee 


B. KLEIN & CO. 


23 East 22nd St., Dept. 12 
New York 10, N. Y. 











EW BOOKS worst Aacing 


AUTOMATION A CONFERENCE 
FOR EXECUTIVE 
Armour Research Foundation of II 
linois Institute of Technology. Tend- 


Sponsor ed by 


ing to view it with a mixture of awe 
and enthusiasm, these 11 talks about 
automation approach the subject first 
from a general or perhaps philosophi 
view, then from. the 


cal point of 
point of view of the techniques neces 


ary for technical work in this field 
and finally in terms of specific case 
histories. Armour Research Founda 
tion, 10 W. 35th St., Chicago 16, Ill 
116 page Paperbound, $4.50 
ORGANIZING FOR EFFECTIVI 
YSTEMS PLANNING AND CON 
TROL sy the American 
ment Association. The papers in this 


Manage 


report describe the many concepts 
and experiences of an oil company 
an insurance company, an aircratlt 

Among. the 
Planning in a 
Modern Sys 
Fitting System 


company, and a utilit 
chapters are “Systems 
Smaller Operation,” 
tems Design,” and 

and Procedures Into the Business En 
American Management A 

‘Times 


terprise.” 
sociation, 1515 Broadway 
Square, New York 36, N. Y. 192 page 
Paperbound, $4.50 


MANAGEMENT ACCOUNTING 
FOR PROFIT CONTROL sy sod 
Wayne Keller. Co-ordinated cost ac 
counting is discussed, along with 
budgetary planning and control pro 
cedures which the management ac 
countant uses to guide management 
in its decision making. Techniques 
for planning and controlling the ef 
fects of income, cost, and capital are 
also emphasized. McGraw-Hill Book 
Company, Inc., 330 W. 42nd St., New 
York 36, N. Y. 435 pages. $7.00 


RESEARCH IN INDUSTRIAL 
HUMAN RELATIONS. Edited by 
Conrad Arensberg, Solomon Barkin 
W. Ellison Chalmers, Harold Wilen 
sky, James Worthy, and Jarbara 
Dennis, Part I of the book interprets 
the emergence of interest in human 
relations in the workplace and ap 
praises social research in industry 
The effort is to put the human rela 
tions movement in historical perspec 
tive, and to discuss the relation be 
social scientist and practi 
tioner, while sampling the 
research, Part II focuses on the inte 


tween 
current 


play between what goes on in the 
urban-industrial environment and 
what goes on in the workplace. Hat 
per & Brothers, 49 EF. 33rd St New 
York 16, N. Y. 213 pages. $3.50 


INDUSTRIAL DEVELOPMENT 
Problems and Opportunities for Small 
and Medium Size Cities. By the Mid- 
west Research Institute. Nine papers 
are combined to emphasize the need 
for a community industrial develop 
ment program. Submersion of indi 
Vidual interest and co-operation on 
an area basis is one suggestion offered 
to communities. Midwest Research 
Institute, 425 Volker Blvd., 
City 10, Mo. 92 pages. Paperbound 
$4.00 


Kansas 


SUPERVISORY AND EXECUTIVE 
DEVELOPMENT (A Manual for 
Role Playing). By Norman R. Ff 
Maier, Allen R. Solem, and Ayesha 
A. Maier. This new book offers chal! 
lenging, realistic material for role 
playing. Industrial conflicts have been 
worked into the role-playing format 
(acting out case histories of problem 
situations) 

Subjects cover a wide variety of 
everyday personnel problems. A few 
ol the situations § include “The 
Change of Work Procedure The 
Problem of Overtime,” and “Inter 
viewing the Union Steward.” In each 
case the problem is focused, the prep 
aration and process spelled out, the 
role-playing procedure and materials 
explained, and comments and impli 
cations drawn 

The publishers suggest the 
can be used as a training manual fo! 


volume 


supervisory and executive training 
and a skilled leader is not required to 
effectively guide the group. John 
Wiley & Sons, Inc., 440 Fourth Ave 
New York 16, N. Y. 330 pages. $6.50 


THE ADMINISTRATOR (Cases on 
Human Relations in Business). By 
John Desmond Glover and Ralph M 
Hower. Third edition includes “more 
than a score of new cases” which 
have been “kitchen tested” in various 
classrooms and educational programs 
of the Harvard University Graduate 
School of Business, in sessions of in 
company executive training pro 
grams, and elsewhere 

The cases presented cover a wid 
variety of business enterprises, and 
relate to all levels of the organiza 
tional structure. Involved are qu 
tions, line and staff relationship 
control, policy formation, and similar 
problems 

There’s a lot in this book, and it 
would be very helpful to trainers 
personnel men, and others seeking 
fine source of information tor con 
pany training programs. Richard D 
Irwin, Inc., Homewood, Ill. 803 pag 
S780 
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This Month’s Contributors 


MARILYN FRENCH, contributing editor 


to AMERICAN BUSINESS, does her usual! 


EUGENE WHITMORE 
Dartnell as edit 
thorough job on ways eight companies 

control office supplies in this issue 

Widely known for her “For Secre lisher, he cont 
taries Only” feature in Dartnell's editor of AMERICA 
Better Letter Bulletin,” as well as ill assoc 

for her booklet, “Keys to Etiquette 

for the Business Girl,” Miss French 

calls on her broad experience in the 

business world to find ways of cor 

trolling that often-abused item “ol 

fice supplies.” Next month, Miss 

French will tell how companies have F. C, MINAKER, 
eased the squeeze on profits versit ol I 
Michigan 

cated ir 

JAMES E. O'NEIL, partnen 

for the past 1, = o 

years has 
guided the in- 
dustrial activi- 


* 


editor to 


ties of the Na ; 
tional Society eng 
for the Preven- ind labor 
tion of Blind- 

ness. His title is 

Director of In 

dustrial Serv- A 
ice. His varied 
industrial back- 
ground makes 
him particularly well suited for thi 
work: field engineer for the Pyrene 
Manufacturing Co., production man 
ager for E. W. Bliss Co., methods en 
gineer for Wright Aeronautical Corp 
and earlier positions ranging from 
machine tool operator to time-and 


James E. O'Neil 


motion study engineer 


This Month’s Advertisers 


heme Visible KReeords, Ine Heinn Compe 

lugency 1} H. Brown Advert ne wer ly 
American Lithofold Corporation International Business Machines Co 
igency  Burlingame-Grossman Advert ne luer hie & | 


American Tel. & Tel. Co 
igency —-N. W. Ayer & So i 


Hixby, KR. W., Ine > KB. Klein A&A Company 


Kurroughs Corporation Management Control Charte Co 


igency Campbell-I loer Ke ff j } 


Currier Mig. Co Nettenst Cas 
igency Frizzell Adve . 


Dartnell Corporation, The 


Olivettl Cx 


lhitto, Ine 
igency Her Hu 


Fastman Kodak Company 
igency J. Walter Thomy 


Felt & Tarrant Manufacturing 
igency Her Hurst & M 


Friden Caleulating Machine Co 
igency J. Walt rt 


(eneral Fireproofing Company 


igency The G - boshile 


Gestetner Duplicator Corporation 


igency Kruce Angu 
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International Grapho Analysis Soetety, Ine 


SERVICES and SUPPLIES 





Vocational Analysis 





ANALY 





Mail Rack 


Clear your desk ter action 
with thie CURMANCO 
LETTER SORTER 
avent t Tuvites action 
oa irdesk Ila on 
ta, ( laswifies, [Distributes 





k ectrically welcde ry 
plece (ive 


‘See’ $7.50 “S82 $9.50 
F.0.B. Factory. ' voor more 


prepal 


CURRIER MFG. CO., St. Pawt 8, Minn 





Executives Wanted 





POSITION 
the wit pe 





MX MMH HM 


OVERCOMING 
OBJECTIONS 


A PRIZE WINNING SALES TRAINING FILM 


One of the bes! ways to help 
salesmen and dealers is to 
show them soles champions in 
action. This film does just thot 
Featuring Borden and Busse— 
ace sales training teom—it 
will give your next meeting 
a big boost in audience im 
pact. Try it and seel 


You can rent of buy a print 
of OVERCOMING OBJEC 
TIONS. Details, plus our new 
film catalog, mailed on re 
quest. Write to-— 


DARTNELL faereertr 


TRAINING FILMS 


4660 Ravenswood + Chicago 40, iil, 

















_ TL discount the possibility of a wage 
and price freeze. Business blames labor's 
endless demands for pay increases for the in 
Nation we are having. Labor blames business, 
contending that the pay increases should com 
out of profits and not be added to the cost of 
the product. The chances are slim that either 
management or labor will end the spiral by 
mutual consent. Labor leaders are paid to pet 
their members an ever bigger piece of pie. 
Stockholders won't invest in a company that 
isnot paying dividends. So to avoid having our 
hair curled, the President may have to declare 
an cmergency and put on the brakes. Are you 
ready for it? Tlave you established minimum 
and maxinun pay ranges for each job classi 
fication’ Plow about your prices’ Are you in 
danger of having prices frozen at a level be 
low your minimum requirements? When the 
freeze comes, it will come overnight. Don't de 
lay vetting the storm shutters ready. Most 
people think the freeze talk was “off the cult” 
But it could have been a trial balloon. Pt might 


bea forewarning 


This ts the open season for back-patting in 
annual reports. One gathers from them that 
management would like the sharcholders to 
believe that because the company enjoyed a 
nice sales increase in 1956, all is well. Sales 
are important. But they are important only in 
relation to the company’s rightful share of its 
total market and its ratio of profit to sales. iA 
business today must grow or wither on the 
vine. Tt needs to measure its growth by total 
performance, As Saul Cohn, a former execu 
tive of the City Stores Corporation, used to 
say to his store managers: “Never mind month 
ly sales comparisons. Flow does your perform 
ance compare with the economic potential of 
the area you serve?” Unfortunately, too few 
management men know what the economic 
potential of their market really is. They know 
even less about what their share of the total 
market should be. Without some reliable yard 
stick, we are merely measuring inflation. 


Speaking of growth, Roy C. Ingersoll, chan 
man of Borg-Warner Corporation, hit the nail 
on the head in a talk to the Industrial Keo 
nomics Conference at San Francisco in Jan- 
uary. “Here at Borg-Warner we eternally ask 
the question: “What do we want our company 
to be like 10 and 20 years from now? Then we 
direct our research to achieve this plan... In 
our company we have been making a concerted 
effort to build management in depth... We 
are insisting that our executives at every level 
breailel up behind them men who are equipped 
by temperament, intelligence, and expericnee 
to step into the shoes of their superiors.” 
G;rowth is more than a matter of product. re 
search. [Tt is, above all, a matter of men. The 
development of a forward-looking, hard-hit 
ting, dynamic executive team is, as Mr. Inger 
soll pointed out, an obligation that every com 
pany owes to its stockholders and employees. 
It means having a plan and working it. 


* * 


A study of the reading habits of 213 busi 
ness executives by the American Management 
Association shows that a high percentage of 
executives spend up to four hours a day read 
inv. Sales executives read the most. Those who 
read the least appear to be financial executives. 
The average executive does more reading than 
the average student. The re port inakes a good 
case for the need of increasing our reading 
skill; but more important, it makes a case for 
finding a way to get rid of the useless verbiage 
that clutters up the magazines, books, reports, 
and letters that come to our desks. If the read 
ing time spent by the executives in your com 
paris could hye reduced CVCTL OM -third by hore 
CONCISE reports, to-the-point letters, better 
edited magazines, books, and newsletters, it 
would save millions of dollars’ worth of tin 
now being wasted. But there will always be 
those who use 20 words to Si\ what could bye 
hetter said with 10. Some people just can't 
say What they have to say and then stop. We all 


J.C. Aspley 


need better terminal facilities. 
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FAST GROWING Jechnicralt Laboratories 
System for efficient accounting 


w. #. Dyson, (ontroller of THIS NATIONAL “CLASS 31" hand 


Technicraft Laboratories. 


“Our Halional System 
saves us ‘0,000 a year... 


pays for itself every 12 months!” 


Technicraft Laboratories, Inc., Thomaston, Conn 


“Since 1947 we have grown from four hed in one-half National System can streamline 
punting operation, loo Nia 


employees to our present total of , nt a our ¢ 
160,” writes W. H. Dyson, Controller onnel ton quickly return their cost through 
A be “es . ] fhe 7 et) if tie { ‘ ‘ f i f ‘ 
of Technicraft Laboratories, Inc. “In r Natio is also pl all nen contiy ' ivings a 
. Pe ' ‘ ‘ Ot irty ] For full detail ; 
order to cope with this rapid expan ‘limina ng errors a yi i + Naf / 

7 ( ; ou yieare Vatiionda re pire 
sion, we installed our present National , oa al ip z entlalive / vl iy He linted in the ye ih “ 
Accounting System. In the first year of iving u iluable time os of wour whom 

oe / i 
operation alone it saved us over $5,500! it ! our accoun 


‘“‘We use our ‘Class 31’ for all Ac ing efficiency, : 
counts Receivable (including invoices National HW, 


hook 


reaa 


A 
4 
Jf yao” *1 RAO MARK REG U & #A4T OFF 


and Accounts Payable, in addition to Sy ys f / 
general ledger and payroll accounting itself ( 12 Controller, Tedd ft 
Payroll work that used to require 2! iths!”’ Laboratories 


ACCOUNTING MACHINES 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio ADDING MACHINES « CASH REGISTERS 


989 OFFICES IN 94 COUNTRIES 





ever 
see 


IBM 


in your home? 





HOW IBM FIGURES IN 
THE NATION'S HOUSING PICTURE 


Building Contractor: 


ing contra r 


Mortgage Loans: 


€ es Y JUV individua 


Utilities: An 
pany in 
ing system, saving $7 


providing trouble-fr 


IBM PROCESSING DATA PROCESSING + ELECTRIC TYPEWRITERS 


TIME EQUIPMENT «+ MILITARY PRODUCTS 








